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GLOSSARY OF TERMS

TERM DEFINITION

ACES

Automated Communications Exchange System: Provides
employers with an electronic mechanism to submit health,
membership, and payroll information to CalPERS and to access
Participant information.

Add Dependent (function)

Adds new dependent(s) to a participant’s health coverage.

AESD

Agency Employee ID

Actuarial and Employer Services Division (CalPERS)

For the employer’s use only. This information is not recorded on
COMET.

Agency-Submitted Files

On-line listing of transaction files submitted to ACES for
processing (accessible via the Retrieve Files function).

Appointment

As Of Date

An individual’s CalPERS enrollment is known as an
“appointment.”

The date that determines the time period for the displayed
information. The default As Of Date is the current date;
Information can be retrieved for a previous date by changing the
As Of Date.

Back-end batch process

The process by which COMET accepts and processes
transactions submitted by employers.

Certification

The process by which CalPERS verifies that an employer has
fulfilled the prerequisites (hardware/software, file layout, etc.) for
ACES File Transfer processing.

Change Medical Group
(function)

Changes a participant’s Medical Group.

Change Demographics
(function)

Changes dependent demographic information.

COMET

CalPERS On-Line Member and Employer Transaction database;
processes and records health and membership data.

Delete Dependent (function)

Deletes a dependent from a participant’s health coverage.

Demographic Information

Participant/dependent name, gender, and birth date.

Employer/Organization,
Agency

The entity that employs a CalPERS/STRS/Non-PERS
Participant/subscriber.

Employer Contact Center
(ERCC)

Assists employers with ACES questions, troubleshoots
problems. (888) CalPERS (225-7377)

File Transfer

One of two ways of submitting membership, health, and payroll
data to CalPERS for ACES batch processing; File Transfer uses
the Internet to send data files already entered and saved via the
employer’s in-house system. (Compare with Internet Forms.)

Get Status (function)

Provides information about employer-generated data files and
report requests.

HBSD
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GLOSSARY OF TERMS

TERM DEFINITION

Internet Forms

Electronic forms accessed through ACES, allowing electronic
submission of the AESD-1 and HBD-12 enrollments and
changes.

ITSD

Navigation List

New Enrollment (function)

Information Technology Services Division (CalPERS)

The list of ACES functions that appears on the left of every
screen. Clicking on folder/document icons takes the user to the
desired function.

Adds a new PERS or Non-PERS appointment, with or without
an attached health enroliment.

Participant (Subscriber)

An individual enrolled with CalPERS to receive Health,
Membership, or other benefits/services.

Participant Change (function)

Participant Inquiry (function)

Changes a Participant’s address and/or demographic data.

Retrieves a Participant’s Health and Membership information.

Party Rate

A one-digit code that indicates whether the Participant is
enrolling self (1 party rate), self and one dependent (2 party
rate), or self and 2 or more dependents (3 party rate) in health
benefits. It is also an indicator whether the Participant and/or
dependents have Basic, Supplement/Managed Medicare, or
combination Basic and Supplement/Managed Medicare
coverage.

Periodic Extract

Primary Care Physician

A monthly, system-produced list of all transactions that do not
have a transaction status of “Successfully Applied” or
“Completed”; a cumulative list of outstanding errors.

The physician selected to coordinate all health care, referring
the patient to a specialist as necessary.

Retrieve Files (function)

Provides information to users related to ACES-generated
reports.

SSL

Status (function)

Secure Socket Layer: Designed to provide secure
communications on the Internet.

Enables users to request and receive information about
transactions submitted to ACES through File Transfer, Internet
Forms, or User Account Maintenance.

The individual enrolled with CalPERS to receive Health,

Subscriber (Participant) Membership, or Payroll benefits/services.
Tracking ID The number assigned to a batch by ACES.

Uniform Resource Locator: Internet address that tells a browser
URL such as Netscape or Internet Explorer where to find an Internet

resource.

View/Manage Batch
(function)

Holds saved transactions in batches until submitted to CalPERS
for processing. Transactions with Agency Errors are returned to
View/Manage Batch for correction.

ACES User Guide




FREQUENTLY ASKED QUESTIONS

FREQUENTLY ASKED QUESTIONS
How can my organization gain access to ACES?

For initial access to ACES, an employer must meet the following security

requirements:

1. Complete the CalPERS Employer User Security Agreement (Page 124).

2. Fax completed form to CalPERS at 916-326-3005.

3. CalPERS will contact your ACES Account Administrator with a User ID and
Password.

How can additional employees gain access to ACES?

Once the Account Administrator has signed on to the ACES system, they can
grant access to employees within the organization rather than requesting
User IDs and passwords from CalPERS.

How do I know if my Internet web browser has 128-bit SSL encryption?

Internet Explorer Netscape

1. Open Netscape
2. Click the lock icon at the bottom left-hand
corner of the screen. A new window will

1. Open Internet Explorer appear.
. . 3. Select Navigator on the left-hand side of

2. Select “Help” from the menu screen.
3. Select “About Internet Exp|orer” 4. Click the configure SSL v2 button.

] ) Another browser window will appear.
4. A new browser window will appear 5. Verify that all options are checked for 128-
5. See Cipher Strength. To access bit encryption.

ACES, it should read 128-bit 6. Click OK.

If some of the options are not checked for
128-bit encryption or there are no options for
128-bit encryption, you will not be able to log
onto ACES.

If your browser does not have 128-bit encryption, you will be unable to reach the
ACES login page. Please report this problem to your Information Technology
Department, and request your browser be upgraded to support 128-bit
encryption.

ACES User Guide 7



FREQUENTLY ASKED QUESTIONS

What are the deadlines for submitting files to CalPERS?

e Health and Membership transactions must be submitted by 3:00 p.m. for
processing that evening.
e Payroll files must be transferred by 4:00 p.m. for processing that evening.

Files submitted after their respective pick-up times will be processed the
following business day.

You will be notified via e-mail when your files have been processed. A summary
and detail report will then be available to you through ACES.

What are ACES hours of operation?
ACES is available Monday through Saturday, 6:00 a.m. to 6:00 p.m..
Who do I call for ACES assistance?

CalPERS Employer Contact Center (ERCC)
(888) CalPERS (225-7377)
Monday - Friday 8:00 a.m.-5:00 p.m.

What if ACES isn’t responding?

e First verify with your information systems specialist that your hardware,
software and Internet connections are operating properly. Once the user
verifies that a connectivity problem is not internal, please call the number
listed above.

Are there any tips for entering data in ACES?

e Tab through fields. Shift tab will take you backwards through previous
fields.

e Type text using upper and lower case vs. using all capitals. The way you
type text in the data fields is exactly the way it appears on system-generated
information. We suggest the consistent use of upper and lower case letters
rather than all capitals.

e Some fields with drop-down menus are letter-sensitive. Example: When
you type the letter P in a field, it automatically populates with entries
beginning with P.

e “Erasing” typing errors. To “erase” information you've entered, simply
highlight the field and delete.

e Using the Reset button. Clicking the Reset button (usually located next to the
Save button) removes all data you have entered (but not data that populates
automatically).
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FREQUENTLY ASKED QUESTIONS

Does ACES have a Time-Out feature?

If no data is transferred for a 15 minute time period, ACES will automatically
time you out. You will have to log on again to perform your transaction. Any
transaction that has been saved in a batch will not be lost, and can be found in
View/Manage Batch.

When I print in Participant Inquiry or Public Agency Billing, I'm not receiving
current data. How do I fix this?

If you are using Internet Explorer 6.0, please make the following configuration
change:

Open Internet Explorer.

Click “Tools” in the menu bar.

Click “Internet Options.”

Click the “Settings” button under the Temporary Internet Files section.
Select “Every Visit to this Page.”

Click “Ok” to accept these settings.

Click “Ok” again to accept these options.

NN =
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GETTING STARTED

GETTING STARTED

Reminder
This User Guide includes work steps for both Health and Membership ACES functions. If
your agency contracts for either Health or Membership but not both, please disregard the
non-applicable information.

Connecting to ACES

1. Open your web browser.

2. Enter www.calpers.ca.gov/aces in the address bar.
3. Press Enter or click Go/Search.

4. Click Log In To ACES.

3 I £

J File Edit “iew Favortez Toole Help ‘

=5 @ B o4 Qa @ o9 B I m o

Back Farard Stop  Refresh  Home Search Favortes  Histary I ail Print Edit
J.&gdlessl http: 2w, calpers. ca.gov/aces j |J Lirks >

HCES

Automated L g
CommuNICAMioNS  ouxearest ouve

Exchange mmmﬁ
System

LOG IN TO ACES

Cﬂg @ Uara Made easy |

|€] Done |_|_|_|0 Internet

-

N
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GETTING STARTED

5. A new window will appear. Click the button next to ACES - Registered
Users Only.

CalPERS

Log In Menu

CalPERS ©n-Line now features a central Log In area for members,
employers, and other registered users, Please select the appropriste Log
In area below to access your CalPERS services.

¢ PERSonal Access - CalPERS Members Only
If you are a CalPERS member and have a PERSonal Identification
Murnbier (PIN), please select this option now to access our toals,
services and personalized mermber information. If you have not
yet registerad for & CalPERS On-Line PIN, you can da so here by
using the Register Now link.

¢ ACES - Registered Users Dnly
Access to thiz systern is limited to registered CalPERS contracting
employers and our health plan business partners,

S

| €] Dore 8 [ nemet

6. Type your ACES Username and Password.

ACES Log In (Registered Users Only)

Access to this system is limited to registersd
CalPERS-contracting employers and our health plan
business partners.

Username:
Password:

ACES Security Policy

Authorization to access this syster is limited to those authorized to
conduct business with CalPERS as indicated in the User Security
Agreernent. All other access is unauthorized and unlavrful.

This systern is manitored for information security and proper usage.
Failure to comply with security and usage polices can result in the
revocstion of sccess to this system and lisbility under spplicsble laws.

S

‘@J Dane ’7,7’—5‘@ Intemet

7. Click Continue.
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ACES Screen Navigation

BelPER

N Lo

( D Log Out
1] change Password
(5] Participant Inquiry

[ user Account
Maintenance

_iInternet Forms

‘1 Health
‘-] Dependent
I File Transfer

| Status
\ 1 Public Agency Billing

Wil a

" [Help Menu] [Screen Help]

CHIONS
ew Enrollment

SSN: 123-45-6789
Birth Date: 0210214972
Narme:

Birth Date Certification: Mo Certification
New Participant Enrollment.

Clearl

First Mame: |

Middls Name f Initial:

Last Name: |

Mame Sufﬁx:l Yl
Gerrder':l 'I
Agency Employee ID:I

EE Daytitne Phone: (] )1 .|

& Domestic © Foreign

Address Type: I Mailing 'I

SupplementalType:l j

Supplemental Address:l

Street Address/P0 Box: |

Additional Address Line: |

city: |

|@ Done

’_ ’_ E |4 Intemnet

J

=
4

1. Help Menu and Screen Help: Click Help Menu to access general ACES help
information, or Screen Help for specific information regarding the screen you
are currently accessing.

2. Navigation List: The list of ACES functions. A yellow folder indicates more
options - click the folder to expand

3. Application Screen Title: Identifies the function selected from the Navigation
List that is currently in use.

4. ACES Title Bar: Appears on every ACES screen; indicates that ACES is in

use.

5. Screen Area: This area displays information and fields specific to the function

in use.

6. Clear Button: Clears the current participant’s information.

ACES User Guide
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GETTING STARTED

Change Password

Access to ACES is secured and controlled through username(s) and password(s).
Use the Change Password screen to change your password.

1. If this is your first time logging on to ACES or your password has expired,
ACES will automatically direct you to the Change Password screen.
Otherwise, click Change Password from the Navigation List. A new window
will spawn.

2. Enter your new password.

Repeat your new password.

4. Click Continue. You will receive confirmation that your password has been
changed.

w

[Help Menu] [Screen Help]

3 Log 0wt
1 =ps
B

[1] user Accounp=s

1 nternet Forn a2 (O]
| File Transfei -
| Status e

| Public Agen(| CAIPERS

Change Your Password

Fleazse enter a new Password, Your password must be eight to 12
characters, and it must incdude one alpha and one numeric character, It

cannot be the same ar zimilar to vyour current Password, and it cannot
the same as your Usernarme,
MNew Password: ||
Confirm Your New Password: I
@i Shartout to Ace

[
i€ [ [ 5 [ inemet Y

NOTE: If you enter your password incorrectly three times, your account will be
locked. Contact your agency’s Account Administrator to have your password
unlocked. If you need additional assistance, contact the Employer Contact
Center at (888) CalPERS (225-7377).
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ACES Password Requirements

When you first log on to ACES with the password you have received from your
Account Administrator or CalPERS, you must change that password to one of
your own choosing. (See Page 14 for detailed instructions.)

Your password must be no fewer than 8 and no more than 12 characters long,.
Your password must be a combination of alpha and numeric characters.

Your password cannot be the same as your user name.

Please note that if you enter your password incorrectly three times when
attempting to log on, you will be locked out of ACES. Contact your agency’s
Account Administrator to unlock your account. For further assistance, call the
Employer Contact Center at (888) CalPERS (225-7377).

You will be prompted to change your password every 60 days.

Reminder

The on-line Help function is available to answer many of your

questions, making ACES truly user-friendly. Use this as your

first resource when you need immediate information, such as
instructions or definitions.

ACES User Guide 15
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INTERNET FORMS: GENERAL

INTERNET FORMS: GENERAL

When you log on to ACES and select Internet Forms, you will see three folders:
Internet Forms: General (five document icons representing five different
functions), Internet Forms: Health (six functions), and Internet Forms:
Dependent (three functions). The diagram below is a map of Internet Forms
functions available to ACES users.

Internet Forms

General Health Dependent

=
=
=y

® e
=
= =
-3

=
)
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INTERNET FORMS: GENERAL

The Internet Forms Function

The General category of Internet Forms has five functions:

Function: Purpose:

View/Manage Batch

New Enrollment

Holds saved transactions in batches until submitted to CalPERS
for processing. Transactions with Agency Errors are returned to
View/Manage Batch for correction.

Adds a new PERS or Non-PERS appointment, with or without an
attached health enrollment.

New COBRA Enroliment

Enrolls qualified Participants and/or their dependents in COBRA
due to the discontinuation of CalPERS Health benefits.

Participant Change Edits an existing Participant’s demographic information.
Changes a Participant’s appointment status and/or coverage
Appointment Change group. You may also change the Participant’s demographics at

the same time.

The screen below shows the Navigation List with the Internet Forms folder

expanded. It shows the four functions of the Internet Forms: General category,

and the unexpanded Health and Dependent folders.

18

D Log Owut
D Change Password
[5) Participant Inquiry

[J) user Account MWC

_4 Internet Forms

[Help Menu] [Screen Help]

Holds saved transactions in batches until subrmitted to CalPERS for
processing. Transactions with Agency Errars are returned to
WiewlWanage Batch for correction.

Expanded
Internet

Forms folder
_ _ Adds a new PERS or Non-PERS appointment, with or without an

attached health enraliment.

Mew COBRA Enrollment:  Enrolls qualified Participants andfor their dependents in COBRA

i~ Participant Change

due to the discontinuation of CalPERS Health henefits.

. ; Unexpanded

i-[1] Appointmer ange Health folder [e Edits an existing Participant's dermographic information.

.| Health

.59D lent S— —reeTange: Changes a Paticipant's appointment status andfor coverage group.

""" L1Depender ¥ou may also change the Paricipant's demographics atthe same
| File Transfer time.
| Status
] Public Agency Billing Unexpanded rrnation is available by clicking the Screen Help button while using a particular

Dependent  |ujicking the Help Menu button,
folder

|9:| Daone

’_ ’_ E | Intemet

L ETE
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VIEW/MANAGE BATCH

View /Manage Batch

After you have entered and saved Internet Forms transactions, View /Manage
Batch holds them until you are ready to submit them to CalPERS for processing
(or until CalPERS picks up the batch for processing).

NOTE: You can submit more than one batch per day, up until the applicable
deadline (see Page 8). However, the transactions you completed will NOT be
processed unless you submit them using View /Manage Batch.

1. From the Internet Forms folder on the Navigation List, select View /Manage
Batch.

[Help Menu] [Screen Help] Eﬁgz Batches

D Log Out Organization: California Public Employees Retirement System
D Change Password u _I_S I I
[ Participant Inquiry sermame:] =2
[ user Account
Maintenance Please click on Tracking ID to view transactions

- g

D View/Manage Batch 2386075 Open 120162002 02:09 PM

2] New Enrollment tort

“{7] New COBRA

Enrollment

‘..l Health

‘.. Dependent
| File Transfer
| Status =
1 Public Agency Billing E
i€l |8 [ Inemet i

2. Click the Tracking ID of the batch you want to send to CalPERS for processing.
Note: The Status column may show the following messages:
e Open
e Waiting to be processed
e Error

ACES User Guide 19



VIEW/MANAGE BATCH

[ Log Out

D Change Password

[ Participant Inquiry

[ user Account Maintenance
_dInternet Forms

i-[1] viewManage Batch
- New Enroliment

“-[7] New COBRA Enreliment
i-[1] Participant Change
[ Appointment Change

[Help Menu] [Screen Help]

Qrganization: California Public Employees Retirement System

Please click on

T markalitryf Aactions for printing __Print Previes:

‘@ Done

Usemame: JFONG
Tracking [D: 3388025
Status: Open

eceived: 12/16/2002 02:09 PM

0. of the SSN you wish to View/Edit.

L. ] Health
£ Dependent Print| [ssN mansaconTwe  Paticpamt
| File Transfer ' 1 123-45-6789 Mew PERS Enrollment Jeremy Mouse
| Status (] 2 777-27-9787 Mew PERS Enrollment Luke Cowhawk
] Public Agency Billing r 3 77
E-Mail address

D Log Out

D Change Password
(] Participant Inquiry
\ 6 [7] User Account Maintenance

i Internet Forms

E View/Manage Batch

i D New Enrolliment

“-[7] New COBRA Enrollment
“-[ Participant Change

SEN: 123-45-6780
Birth Date: 01011870

Name: Jeremy Mouse

First Marme:
Middle Name fntal [

Last Name: |Muuse

E D Appointment Change Marme Suffix; lﬁ
4' LU Gender: lm
jalezer::“;::n Agency Employee ID l—
1 Status EEDavime Prone: [ - Ed[ |

1 Public Agency Billing

@ Domestic © Foreign

‘@ Daone lilil—éilﬂ Internet

A listing of saved transactions appears.

e To view or make changes to a specific transaction, go to Step 4.

e If the batch is ready to be submitted for processing, go to Step 8.

To view or make changes to a specific transaction, click on the Trans. No. next

to the appropriate transaction.

Information already saved appears.

¢ To change information, go to the desired field, make change(s), and click
Save.

e To delete a saved transaction, click Delete.

When you are satisfied that all transactions are correct and you are ready to

send the batch to CalPERS for processing, select View /Manage Batch from
the Navigation List.

Reminder

To add a transaction to a batch that has already been saved, you must re-open the
batch, update and save the transaction, re-save, and resubmit the batch via
View/Manage Batch in order for the batch to be processed.
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VIEW/MANAGE BATCH

D Log Out
1] change Password
[ Participant Inquiry

[ user Account
Maintenance

_‘j Internet Forms
----- [ viewManage Batch
----- 2] New Enrollment

----- “~[Z] New COBRA
Enrollment

----- D Participant Change
----- “~[Z] Appointment Change
------ ‘..l Health
‘.. Dependent

| File Transfer

| Status

1 Public Agency Billing

[Help Menu] [Screen Help]

ﬁgg Baiches

Organization: California Public Employees Retirement System

Username:ISeIf YI

Please click on Tracking ID to view transactions

3388025

NlEemmlnications £x

AN

Open

| Nrm'

[ Log Out
D Change Password
[ Participant Inquiry
[ user Account Maintenance
_dInternet Forms
i-[1] viewManage Batch

€l

- New Enroliment
“-[7] New COBRA Enreliment

i-[1] Participant Change
[ Appointment Change
L. ] Health
i) Dependent

| File Transfer

| Status

] Public Agency Billing

[Help Menu] [Screen Help]

changs System

2
12

12M6/2002 02:09 PM

‘ﬂ'ﬁﬂuu-- Gomminications

Butch Transaction Listing

SubmitBaich | CancelBatth |

Qrganization: California Public Employees Retirement System
Usemame: JFONG
Tracking [D: 3388025
Status: Open
Nurnber of Transactions: 3
DatelTime Received: 12/16/2002 02:09 PM

Please click on the Trans. No. of the SSN you wish to View/Edit.

[ Mark all transactions for printing Print Praview

1 123-45-6789 Mew PERS Enrollment Jeremy Mouse
l' 2 777-27-9787 Mew PERS Enrollment Luke Cowhawk
[} 3 TI7-27-9787 Mew Health Enroliment Luke Cowhawk

1of1

E-Mail address to send processing summary: |E9nems @publicagency.cam

‘@ Done

l_’_|—é_|' Intermet

S (K

7. On the Manage Batches screen, click the Tracking ID next to the batch to be
submitted.

8. At the bottom of the Batch Transaction Listing, verify the e-mail address
where the batch processing Summary Report should be sent (The Summary
Report specifies the number of transactions submitted in the batch and the
status of each transaction after processing. See the Error Correction Process
section for additional details).

9. Click Submit Batch to submit the transactions to CalPERS for processing.
You may reopen the batch any time before 3:00 p.m. to make changes.
Reminder: If you reopen the batch to make changes, you must save the
transaction and re-submit the batch for processing.

10. If you want to cancel the entire list of transactions, click Cancel Batch.

ACES User Guide
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VIEW/MANAGE BATCH

Printing from View /Manage Batch

You have the option to print a list of all transactions from View /Manage Batch
when the batch has not been submitted and is “Open”, or when the batch has
been submitted and is “Waiting to be Processed.”

N

22

[7] user Account
@ Maintenar

[Help Menu] [Screen Help]

[ Log Out
D Change Password
(7] Participant Inqui

(7] user Account
Maintenance

_i Internet Forms
™[] ViewManage Batch
7] New Enrolin:

D New COBRE
Enrollment
D Participant |
2] Appointmen
.1 Health

.| Dependent
_IFile Transfer |7 Log Out
| Status [ change Password

| Public Agency | D Participant Inquiry

Enrollment
{1 Participant Change
“[Z] Appointment Change

o MM dnications Exchangs System

lease click on Tracking ID to view transactions

[Help Menu] [Screen Help]

S 3

Organization: California Public Employees Retirement System

Username:ISeIf 'l

Baich Transaction Listing

Organization: California Public Employees Retirement System
Username: JFONG
Tracking ID: 3388025
Status: Open
Mumber of Transactions: 3
DateiTime Received: 121172002 01:24 PM

Please click on the Trans. No. of the SSH you wish to View /Edit.

[0 mark all transactions for printing Prirt Presiew

‘... ] Health
‘.1 Dependent 1 123-45-6789 Mew PERS Enrallment Jeremy Mouse
| File Transfer 2 TI7-27-9787 |Mew PERS Enrollment Luke Cowhawk
| Status Kl TTT-27-9787 |Wew Health Enroliment Luke Cowhawk
__1 Public Agency Billing 1 0f1
ailifress fo serd processing summary: [Personnel@anytown.com L
|&] Done \ / l_l_ E |4 Intemet 4

Click View /Manage Batch on the Navigation List.

Click on the Tracking ID to open the batch you wish to print.

Select transactions to be printed in either of the following ways:

A. Check the box in the “Print” column to mark individual transactions for

printing.

B. Check the box “Mark all transactions for printing” to select all

transactions.

Click Print Preview to format transaction(s) for printing (This formatting will
take a brief amount of time, up to one minute). This will open in a separate

browser window.
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VIEW/MANAGE BATCH

5. Click the “Print” button on your browser, or press Ctrl + P then “OK” to print

the transactions. One transaction will be printed per page.

File Edt Wiew Go Communicator Help

=

« » A & 2 W = A O #

Eack Fonward  Reload Home Search  Metzcape Frirt \ Security Shop Stop

EREEEEREE R G R AN ETLS
T3ER: ATRAIN

R o o ol o o o o o

R R R R R R R R R R R R AT
* TRANZACTION REPCRT EATCH: 61407 DATE: 07/16/20

Eo o o o o O ol o ol ol Ol ol o i ol o ol o o o ol o o o o o
i i e i e e i i e i e e e i i e i

* 1. Hew FERS Enrollment

E e o

NAME (LAST, FIRST, MIDDLE)

Taylor , Elizabheth
33N 3EX BEIRTHDATE OLD EIRTHDATE DEATHDATE
123-45-5789 F o1/01/1971 01/01/1971

CURRENT ADDRE33

Domestic Mailing
IN C/f0
BOX/ST :12
ZNDLIMNE:
CITY Sac
IT/ZIP :CA Q5516
COUNTRY :
PHCNE : S = EE ID#:
LPPT START DT TRANSACTICH TYPE POIITION ITATUS
01/01/2001 11 New PERZ Enrollment Active

[

NOTE FOR NETSCAPE USERS: When using the “Mark all transactions for
printing”, the pages are not paginating correctly. In order to print one
transaction per page, you must print each transaction individually. In addition,

only the first page, up to a total of 11 transactions, can be printed. For this
reason, if you desire to print your transactions, you should limit each batch to no

more than 11 transactions per batch.

6. Click the “Close” [X] button to close the printing window.

ACES User Guide
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NEW ENROLLMENT

New Enrollment

Use the New Enrollment function to add a new PERS or Non-PERS
appointment, with or without an attached health enrollment. ™

If the Participant has been previously enrolled for CalPERS Retirement
benefits with your organization and is now enrolling for Health benefits only,

use the New Health Enrollment screen.

1. Select New Enrollment from the Internet Forms folder on the Navigation

List.
2.
Get Data.

[Help Menu] [Screen Help]

D Log Out

‘ Change Password
[] Participant Inquiry
|. User Account Maintenance

View/Manag
New Enrolin
New COBRA
Participant {
Appointmen
| Health

.| Dependent
| File Transfer
1 Status
1 Public Agency |

g] Done

i Internet Forms gy

D Log Out
D Change Password
[ Participant Inquiry

[ User Account
Maintenance
_i Internet Forms

‘[ viewManage Batch
“[Z] New Enroliment

“-[7] New COBRA
Enrollment

“-[7 Participant Change
“-[2] Appeintment Change
-1 Health
L[] Dependent

| File Transfer

| Status

1| Public Agency Billing

4|

[Help Menu] [Screen Help]

iiew Enrollment

System

xchange

ssw: [1z3 [as {6780

Birth Date: IF;'IM 1871 | (mmdddigan

Sn

changs Sy

SSM: 123-45-6788
Birth Date: 010111971

Clearl

Name:

Birth Date Certification: Mo Certification
New Participant Enrollment.

FirslName:l

Middle NameIInitiaI:I

Last Name: |

Gerrder':l 'l
Agency Emplayee ID:I

MName Sufiix

@ nnmestic © Frreinn

EE Datirme Fhone: (] )| | E)d.l _

Enter the Participant’s social security number (SSN) and Birth Date, and click

O] x]

M= E3

stem

S

N

+

=)

’

@ Done

’_ ’_ E £ Intemst v

“NOTE: State Employers cannot enroll employees directly into CalPERS
membership through ACES - this must be done through the State Controller’s
Office (PIMS).
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NEW ENROLLMENT

e Birth Date Certification: Indicates whether the birth date currently on
record has been certified with specific documents by CalPERS. If you
\}x / believe this birth date is incorrect, you must contact CalPERS to have it

— O changed.

e If the Participant does not have a pre-existing appointment, the message
New Participant Enroliment appears in the Participant Information section.
Birth Date Certification will display a status of “No Certification.”
Continue to Step 3.

3. If the Participant has a pre-existing appointment (i.e., enrollment with a
previous employer), previous demographic information appears. If the
information is correct, go to Step 4. If the information is incorrect, update the
information.

For new enrollments with no existing information in the system, first enter
demographic data (green /bold /italic fields are required):

e First name

e Middle name/initial

e Last name

e Name suffix

o Gender

e Agency Employee ID

e Employee’s (EE) daytime telephone number
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NEw ENROLLMENT

=] E3

Bt MM i nications txchange System

T —
] Log Out SSN: 123-45-6789
) Change Password Birth Date: 01/01/1871 Clear,
[ Participant Inquiry

Narme:
1] User Account
Maintenance Birth Date Cetification: Mo Certification

_i Internet Forms New Participant Enrolliment.

2] view/Manage Batch

2] New Enrollment Firet Narne:

Middle Name / Initial:

“[Z] Appointment Change Last Name: |

‘..l Health Marne Suﬁ'l}{:l 'I
- __1 Dependent Gender: I :I'
__| File Transfer

1 Status Agency Employes ID:I

] Public Agency Billing EE Daytime Phone: (] 3 | Ext]

& Domestic © Foreign

Address Type: [Maling 7]
SupplementalT\;pe:l j
Supplemental Address: |
Street Address/P0O B | >-
Additional Address Line: |

city: |

State: I j
ziP: | I ] -

k‘l

|&] Done |_|_|E|° Internet

4. Enter Participant’s address.
e Domestic or Foreign Address Type (the default is domestic)
o Address Type (the default is Mailing)
e Supplemental Address Type
e Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)
e Street Address /PO Box
e Additional Address Line
e City
e State
e ZIP (only first five digits are required)
5. Click Appointment to advance to the next New Enrollment screen.
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NEW ENROLLMENT

[Help Menu] [Screen Help]

] Log Out
[1] change Password
5] Participant Inquiry
[1] user Account Maintenance
_iInternet Forms
] view/Manage Batch

----- ] New Enrollment

“--_1Health

i.. | Dependent
__IFile Transfer
__| Status
1 Public Agency Billing

SSN: 123-45-6789
Birtfr Date: 01/0171971
Name: Brian Ferry
Birth Date Certification: Mo Cedification

Organization Marne: I 5399 Calpers 'l
Appointment Start Date: I_J'I ;'I [rrniddfnnn)

Appointment Status: | Active

Retirement System: | Fublic Employees' Retirement j

SCO AgencyUnitiClassiSerial: I

=

Bargaining UnitRankIUnitI .I'I

Mot T ovarana Sronm

|&] Dore

[ |5 & Inemet y

6. Enter Appointment information.

e Organization name. Your organization name automatically populates this
field. (If you are a registration servicer, select the name of the member’s

agency from the drop-down menu.)
e Appointment Start Date
o Appointment Status (the default status is Active)
e Retirement System (the default is PERS)

Only State Employers will see the following fields (Note: Legislative employers

should not enter data into these fields):

e SCO Agency /Unit/Class /Serial (use the most current external position

number)

e Bargaining Unit Rank /Unit

ACES User Guide
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NEW ENROLLMENT

7. Click Get Coverage Group, and enter the following information if CalPERS
was selected as the retirement system in Step 6.

28

Save 3 9

3 =] E3
..... ”
‘... ] Health Retirement System: | Fublic Employees' Retirementj
J Dependent 5O AgencyUnivClassiserial: [ ] ] |

j:":t::nsfe, Bargaining UnitRanksunit | 1] |
|1 Public Agency Billing PERS Retirement Enrollment
Get Coverage Group | ™~
Coverage Gruup.l j
Optional Member: [
Basis for Membership: € Full- Time for = B months
© Park-Time == 20 hrs for == 1 year >- 7
' Indeterminate == 20 hrs a week for 1 yea
1000 hours § 125 days in FY
 already a PERS Mermber 1 0
' Mone of the aha ~ |
<<address | Health»» 1 |
[€1Done [ e

e Coverage Group. Select appropriate value from the drop-down menu.

e Optional Member: This box should be checked if the employee is an
"Optional" member (such as an elective officer or a legislative employee)
that is electing to enter CalPERS membership. NOTE: For elective officers
(e.g., City Council, County Board of Supervisors), the Election of Optional
Membership form (AESD-59) must still be signed by the employee, and

sent to CalPERS.

e Basis for Membership. Click the button to select the reason the Participant
qualifies for CalPERS membership. (This section is optional.)

o Full time for > 6 months: Appointment requires full-time continuous
employment for more than 6 months, or full-time employment actually
continues longer than 6 months.

o Part time >= 20 hours a week for >= 1 year: Position requires regular
part-time service of at least 20 hours per week for 1 year or longer.

o Indeterminate >= 20 hrs/wk: Hours worked vary, but will average at
least an average of 20 hours per week for 1 year or longer.

o 1000 hours/125 in FY: Employee has completed at least 1000 hours (if
paid on hourly basis) or 125 days (if paid on daily basis) within the
period from July 1 through June 30.

o Already a CalPERS member: The person is currently a “member” of
CalPERS (i.e., has contributions/funds on deposit). Such persons will
qualify for membership immediately upon appointment, regardless of
Appointment Tenure or Time Base.

o None of the above: Select this if none of the above options apply (e.g.,
if qualification is based on a court order, direction from CalPERS staff,

etc.).

ACES User Guide



NEW ENROLLMENT

8. If you wish to view (or have corrections to) demographic or address
information, click Address. Return to Step 3.

9. If the Participant is only enrolling in Retirement benefits with CalPERS, and
all information is correct, click Save.

10. If the Participant is also enrolling in Health benefits with CalPERS, click
Health.

Don’t forget to
submit your
batch via
View/Manage
Batch!
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NEW ENROLLMENT

N e

D Log Out
1] change Password
(5] Participant Inquiry

[ user Account
Maintenance

_iInternet Forms

‘..l Health
.. ] Dependent
| File Transfer
| Status
| Public Agency Billing

[Help Menu] [Screen Help]

Plan Name: I
Party Rate: I_

Eligibility Z1P: I [if different from m=iling address ZIF) I- ER Address

SSN: 123-45-6789

Birth Date: 01/01/1871
Name: Brian Ferry

Birth Date Cedification: Mo Certification

et Event Reas on: [ NNEEE =

Clearl

Event Date: I_fi_ "I [rrnddd Ay

HBO ReceivedDate:| ] | | (mmiddien
Health EventEftective Date: ||| 1| | (mmwiadin)
Get MedFlan |

= ™

Primary Care Physician: |

Coverage Tvpe:|Elasic

Spouse SSM: I I I [Required if married and not adding as dependgnt)

~/

qualiing ssn: [ ||

Birth Date |Relationship

=

S5 I I I [Required for spouse/Domestic partners)

|@ Dane

l_ l_ ré_ |4 Interret

=
Z

11. Enter Health Enrollment information (green /bold /italic fields are required):
Health Event Reason

Event Date

Health Benefits Officer (HBO) Received Date
Health Event Effective Date

12. Click Get MedPlan. This queries ACES for all Medical Groups and Health
Plans effective on the health event effective date and populates the Plan
Name drop-down list for selection. This includes future effective dates.

13. Continue to enter Health Enrollment information:

e Plan Name ACES provides a list of available plans.

e Party Rate See Glossary or on-line Help for definition.
o Eligibility ZIP (Complete this field only if necessary to qualify for a

specific plan or if different from mailing ZIP code).

e ER Address. Check this box when the enrollment is based on the

Employer’s ZIP Code.

e Primary Care Physician.
e Coverage Type (the default is Basic).

30
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e Medical Group (State Agencies will not see this field. This applies to
public agency and school district employees only).

e Spouse SSN. Required if married, unless spouse/domestic partner will
also be a dependent on Participant’s Health coverage; in that case their
SSN is entered in the Add Dependent list (see Step 15).

¢ Qualifying SSN (Required when enrolling in own right due to loss of
other CalPERS coverage)

14. If Participant has dependents to enroll, go to Step 15. If no dependents, click
Save.

Don’t forget to
submit your
batch via
View/Manage
Batch!
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M=l B3

Spouse SSM: I I I [Requirad if rmarried and not 3dding =5 dependant) =
Qualifying SSN:I I I

S5M: I I I [Raquired far spousefDoA'ﬁc partrars]

First Narme: |

ttiddle Marme/initial: I

Last Name: |

Mame Suffix I 'I
Gender: I 'I

Birth Date: I_d_ ;'I [ mrnddddy)

Refationship: |

=

Coverage Type: | Basic

Primary Care Physician:l

Add to List

[

J

<<pddress |

<=pppointment | cancel Heaitn |

€l

’_ ’_ E |4 Intemnet 4

15. To enroll dependents, enter dependent information (green /bold /italic fields
are required).
SSN (Required for dependent who is a spouse or domestic partner. Users
are also encouraged to enter SSNs for all dependents if possible).

First Name

Middle Name/ Initial

Last Name

Name Suffix

Gender

Birth Date

Relationship

Coverage Type (the default is Basic)
Primary Care Physician

16. When you have entered all required
information, click Add to List. If this step is
skipped, dependent information will not be sent to
CalPERS.

32

If this is the only dependent to be added, go
to Step 20.

To enroll additional dependents, return to
Step 15.

Important Note Regarding
Previously Existing
Dependents:

If an employee previously had
health coverage from CalPERS
through another employer, any
previous dependents will be listed
in the Dependent List. In order for
the dependents to become active
under the new plan, you must
select the dependent name of
each dependent. The coverage
type then defaults to “Basic.” Click

Update List, then save your
transaction.

For more information about
dependents, see the section

Internet Forms: Dependent.
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NEW ENROLLMENT

e Toadd, change, or delete information for a dependent you've just added,
go to Steps 17-18.

e Toadd, change, or delete the Participant’s demographic/address
information, go to Step 19.

17. To make changes to a dependent you've just added (but before you've saved),
click on the dependent's name. When information appears, make the desired
changes. Click Update List. (Do NOT click Add to List; otherwise, another
dependent will be created.) When you are satisfied that all information is
correct, go to Step 20.

18. To delete a dependent you've just added (but before you've saved), click on
the dependent's name. When information appears, click Delete From List. When
you are satisfied that all information is correct, go to Step 20.

19. If you need to correct or add information to the Participant’s address or
appointment information, click Address or Appointment. If you have added
this health enrollment in error, click Cancel Health.

20. When all adds/changes/ deletes are completed, click Save.

Don’t forget to
submit your
batch via
View/Manage

Batch!

Spouse SSM: I_I_I [Required if married and not 3dding == d
aualiingssn: [ | |

Mame  |minhDate [Resationsnip 5
Batt Simpson 1211513582 Child Male Basic
Lisa Simpson 121481390 Child Female Basic

1 0f1

oM I I I [Required for spouse/Dameastic partners)

First Natme: |Li 53

Middle Namesnitial [
Last Name: ISimpsnn
Mame Suffix I_L,
Gerrder:lm
Birth Date: [12 15 1890 | (mmiaanaoy)
Refationship: | Child j

Coverage Type: I Basic j

Primary Care Physician:l

AddtoList | Updatelist | Delete From List |

=<pddress | ==Appointment | cancelHeattn |

|

A
|&] Done )j <E|Q Internet
19

N

ACES User Guide 33



NEw COBRA ENROLLMENT

New COBRA Enrollment
1. From the Internet Forms folder in the Navigation List, select New COBRA

Enrollment.

2. Enter the COBRA participant’s SSN, Health Event Effective Date, and Birth
Date. Click Get Data.

= . ? JAgdress H Links >

3 Log Owt
D Change Password
[ Participant Inquiry

2] User Account
Maintenance

_i Internet Forms

o _1Health
‘.. ] Dependent
__| File Transfer
| Status
| Public Agency Billing

[Help Menu] [Screen Help]

ew COBRA Health Envollment

sse [
Healtfr Event Effective Date: I_d_ .I'I [mrniddinany]
girmpate: [ 1] (i)

@ Done

’_ ’_ E |4 Intemnet

&
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3. Verify or enter the following: (green /bold /italic fields are required.)
e First name
e Middle name/initial
e Last name
e Name suffix
e Gender
e Agency Employee ID
e Employee’s (EE) daytime telephone number

1
O]
[Help Menul [Screan Helpl {1y COBRA Healdh Fnrollment
D Log Out
[ change Password ssn: | 'l_'
[ Participant Inquiry Health Event Effective Date: l_fl l (mmideliyyyy]
[7 user Account .
e o irthoate: [ ]| tmmiacior [ GetData
i Internet Forms ifth Date Certification: No Certification
A In it F Birth Date Certificati Mo Certificat]
i[7] ViewManage Batch
] New Enroliment Fireti -lFrndn—
i-[7] New COBRA Enrollment rstiame:
H D Participant Change Middle Name ! Initial
[ Appointment Change Last Name: [Baggins
i ]Health . >.
Mame Suffix: 2
] Dependent
I File Transfer (el [IFE jv
| Status Agency Employee D
| Public Agency Billing EE Daytime Fhare: d ) i Ext] ),
@ Domestic © Foreign ~
Address Type: |Mailing 'I
Supplemental Type: hd
Supp\ementalAddress:l
Street Address:PO Box [123 Honhit Lane >_
Additional Address Line:l 4
city: [Hobhitille
State: I California j
zp:[pasma [ || / L

[&] Done

4. Verify or enter Participant’s address.

e Domestic or Foreign Address Type (the default is Domestic)

o Address Type (the default is Mailing)

e Supplemental Address Type

e Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)

e Street Address /PO Box

e Additional Address Line

e City

e State

e ZIP (only first five digits are required)

5. Click Health.
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NEw COBRA ENROLLMENT

| Status

_i Internet Forms

“[Z] New Enroliment — =l \
7] New COBRA Health Event Reas om |131 - COBRA Feduction in Hours -

_ Enrollment Event Date: ||_ fi fi [mmdddAnna)

“~[Z] Participant Change

. ] cef ate: Jdd,

[ Appointment Change HBO Received Date. I_.I'I .l'I [mnmidd A

‘-] Health Plan Name: I j

.| Dependent party Rate:[ |

| File Transfer

Eligibitity Basis: | =l
;l Public Agency Billing Eligibility ZIF; I [if differart fram mailing address 2IF) [] ER Address > 6
T

Birth Date Cetification: Mo Certification

Frimary Care Physician:l

Coverage Type:IElasic j

Spouse SEH: I I I [Required if married and not adding as dependnt)

COBRA Start Date: 010172003 [rmiddinny)

cosrAEndDate:[ || | (mmddirnn)

ouatiingssn: [ [ | Y,
=]
€] Dane L[S [ intemer /
6. Enter the Health Enrollment information (green /bold /italic fields are
required):

e Health Event Reason

e FEvent Date

o Health Benefits Officer (HBO) Received Date

e Health Event Effective Date:

e Plan Name. ACES provides a list of available plans.

e Party Rate. See Glossary or on-line Help for definition.

e Eligibility Basis. This field will appear if the Health Event Reason Code
selected is 131, 132, 137, or 138. Select “COBRA Qual Subscriber” from
the drop-down list. (This does not become a required field for
dependents)

e FEligibility ZIP (Complete this field only if necessary to qualify for a
specific plan or if different from mailing ZIP code).

e ER Address. Check this box when the enrollment is based on the
Employer’s ZIP Code.

e Primary Care Physician.

e Coverage Type (the default is Basic).

e Spouse SSN. Required if married, unless spouse/domestic partner will
also be a dependent on Participant’s Health coverage; in that case their
SSN is entered in Add Dependent (see Step 7).

e COBRA Start Date. This field will populate based on the information in
Step 2. This is not a changeable field.

e COBRA End Date.
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e Enter Qualifying SSN if the enrollment is for a dependent. The Qualifying
SSN is the Social Security Number of the Employee.

aualiing e[ ||

Gender

M=l B3

Coverage Type

oM I I I [Required for spouse/Darnestic

First Name: |

Middle Namesnitial [
LastName: |
Marme Suffix I_L,
Gender: Iﬁ
girmpate:[ [T | immsddinom)
Refationship: | =l
Coverage Type: I Basic j

Primary Care Physician:l

zrtrers)

<

Add to List |

€l

’_ ’_ Ekﬁﬁ@net 4

7. If enrolling dependents, scroll down and add dependents or update the
coverage type for existing dependents on the list. For additional information
about adding dependents, see New Health Enrollment section in this User

Guide.
8. C(lick Save.

ACES User Guide

Don’t forget to
submit your
batch via

View/Manage
Batch!
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PARTICIPANT CHANGE

Participant Change

Use this function to edit an existing Participant’s demographic information.

1. From the Internet Forms folder on the Navigation List, select Participant
Change.

2. Enter the Participant’s SSN and click Get Data. The Participant’s previously
entered information appears in two sections: Participant Demographics and
Participant Address.

J File Edit “iew Favortes Toolz Help |J R

J Address

| Links >

Bl d [ LS ; I E ] N
Niew L

[Help Menu] [Screen Help]

D Log Out
I - I Get Data
D Change Password ssi | I_
D Participant Inquiry Name: Birth Date:
D User Account Maintenance 3 o[ =]
_i Internet Forms — “ . ® JAgdress“ Links

[

a [ ] o

f\T o

“[7 Appointment Change [Help Menu] [Screen Help]  |Fasicipant Change
("] Health

“xchange System

D Log Out
P e SS5N: B90-01-4003  Clear
""" L] Dependent D Change Password
| File Transfer [ participant Inquiry Name: Jang Srith Birth Date: 071101954
| Status [5] User Account Maintenance Organization: San Dimas City OF
| Public Agency Billing _A Internet Forms

] ViewManage Batch —
-[2] New Enrollment First Name: [Jane

“-[Z] New COBRA Enrollment _ n
: Middle Namerlnmal:l

“-[2) Participant Change
D Appointment Change Last Name: |Smnh

i.. ] Health Mame Suffix I 'l
1 Dependent Gender: I Female 'l

| File Transf
::gll:u.;an " Birth Date: D7/10/1 854 >

1 Public Agency Billing MEVEN Date‘l I I e

Birth Date Cedification: Mo Cerification

/€1 Dore Death Date:| 1] Immieiny) P

Agency Employee ID:I
EE Daytime Phane: )I——I Ex‘t.l

& Domestic £ Foreign

Adidress ]"}'pe:lMaiIing -
SN S | = =
|&] Dore [ 5 [® nemet 4

3. Participant Demographics: Change or add desired information at the fields
listed below (remember that green /bold /italic fields are required):
e First Name
e Middle Name/ Initial
e Last Name
e Name Suffix
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o Gender

e Birth Date - Date currently on file is displayed here.

e New Birth Date (Note: If there is a birth date certification, this change
cannot be made via ACES. Contact us at (888) CalPERS (225-7377), to
have this change applied).

e Death Date

e Agency Employee ID (for your agency’s use only)
e Employee’s (EE) Daytime Phone Number

| Hle Edt View Favortss Took Help |J @ - »|JAgdress|JLinks >
1 Public Agency Billing NEW BT DA T Ty -]
Birth Date Certification: Mo Certification
Death Dateil_fi_.d—[mma’ddmrw]
Agency Emplovee ID:I—
eepavtime phone: {0 - e[ |
& Domestic © Foreign N\

Address Type: I Mailing - I

SupplementaIType:l j
Supplemental Address: |
Street Address/PO Box: |2 Any Road >
Additional Address Line: |

City: [Any City
State: I Califarnia j

zie:feeses [ |

i€l [ [ [Denems

4. Participant Address: Change address information by altering the following;:

e Domestic/Foreign address type (the default is Domestic.)

e Address Type (the default is Mailing.)

e Supplemental Address Type

e Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)

e Street Address /PO Box

e Additional Address Line

e City
e State
e ZIP (Only first five digits are required.) Don’t forget to
submit your
5. When all changes are complete, click Save. LBzl el
. . . . View/Manage
NOTE: The effective date of this transaction will be the Batch!

date the transaction is processed.
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Appointment Change

The Change Appointment Status /Coverage Group changes a Participant’s

appointment status and/or coverage group. You may also change the
Participant’s demographics at the same time.

e Appointment Status definitions are listed at the end of the function
instructions.

=13

J File Edit “iew Favorites Tools Help

IE=

>

J Address

&) Log Out
D Change Password
[ Participant Inquiry

_iInternet Forms

>B Appointment Change
L. ] Health

L. ] Dependent

I File Transfer

| Status

1 Public Agency Billing

[Help Menu] [Screen Help]

7] user Account Maintenance 3

sl [ |[cabaa]

Name:

Birth Date:

JLinks B

[+

|J¢..”

J Address | J Links >

[Help Menu] [Screen Help]

D Log Out
D Change Password
[ Participant nquiry

[ user Accowr nce

|@ Done

5] New Enronn

SSN: 880-01-4002

Mame: Joe Smith

Clear

Organization: San Dimas City Of

Birth Date: 09/15/1980

Change Appoiniment Status'Change Coverage Graup

Click on the effective date to select appointment.

N 11/2512000

Active 631

D New COBRA Enrollment 70001 Misc'wro - Mo Public Employees' Mone Mone
{7 participant Change SSFULL Retirement
D Appointment Change e
:: gzz::del " Effective Date:| | i {mmidtii]
S TR - Arnnintrennt C‘iﬂhlr\-l Mot e vI ;I
|&] Done l_ ’_E |4 Intemet 4

1. Open the Internet Forms folder and click on Appointment Change.
2. Enter the Participant’s social security number, and click Get Data.

3. You will see the screen as it appears above, with the Participant’s
appointment history by date. Locate the appointment you wish to view and
click on the Effective Date. The fields below will populate with appointment
information. (If the Participant has more than five appointments, click
Previous or Next to scroll through the history.)
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J Fie Edt iew Favorites

Tools  Help

[0 x]

J Links >

[Help Menu] [Screen Help]

D Log Owut

D Change Password

[ Participant Inquiry

[£] User Account Maintenance
_iInternet Forms

‘- Health
L. Dependent
| File Transfer
| Status
1 Public Agency Billing

ommUnications t
__rl.l.l..

Sy

xchangez

Change Appoiniment Siatus'Change Coverage Group

SSN: BY0-01-4002  Clear
Name: Joe Smith

Crganization: San Dimas City Of

H o »HAgIdress

I E-I'TI

g2
a

Birth Date: 091571980

Click on the effective date to select appointment.

112512000 Active B31 70001 MiscWwiQ Mo Public Mone Mane
55 FULL R

10of1

/
Effective Date: ||_!1_ fl [mrmiddinnns]

Appointrment Status: |A|:1ive

Get Coverage Group I
Coverage Group: [ 70001 Misc W0 55 FULL =]
Optional Member; [
Basis for Membership: € Full- Time for » & manths
0 Part-Tirme == 20 hrs for == 1 year

1000 hours /125 days in FY
' Already a PERS Member

% Marmactic € Farainn

7 Indeterminate == 20 hrs a week for 1 year

[

vO

& Mone ofthe above i

@ Dane

|

’_ ’_ E |4 Intemet

N

Enter the Effective Date of change.

Change any applicable information as follows:
Appointment Status (See Page 43 for definition of options)

Click Get Coverage Group and change the Coverage Group
Optional Member (if applicable)
Basis for Membership (if applicable, see Page 28 for definitions)

If this completes the changes, click Save and continue to Step 9. If you need

to change the Participant’s address as well, scroll down the page and

5.

[ ]

[ ]

[ ]

[
6.

continue to Step 7.
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42

| He Edt View Favoitss Took Help |J & v 7| Addess || Links
1000 hours P 125 days in FY ;I
' plready a PERS Member
& None ofthe above
& Dormestic © Foreign ~
Address Type: IW;,
SupplementaIType:l j
SupplementalAddress:l
Street Address/PO Box: |1 Ay Ave >.
Additional Address Line: |
City: [Any City 8
State: | Califarnia, j
ze:[rrr | ]
i [ 8 g neme

Change address information by altering the following:

e Domestic/Foreign address type (the default is Domestic)

o Address Type (the default is Mailing)

e Supplemental Address Type

e Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)

o Street Address /PO Box

e Additional Address Line

e City

o State Don’t forget to

e ZIP (Only first five digits are required) s%t;rtr;: oL

When all changes are complete, click Save. View/Manage

Batch!
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Appointment Status Definitions

STATUS

Active

DEFINITION |

Currently working in this position, or has returned from a
leave.

Educational Leave (State employees
only)

Leave is granted for the purpose of further education.

Family Leave of Absence

Approved maternity/paternity leave.

Industrial Disability Leave

Worker in a safety classification placed on leave for a
work-related injury or illness. Available to local
miscellaneous employees by contract amendment only.

Layoff

Layoff (or in lieu of involuntary transfer).

Leave of Absence

Select this status only when the Retirement System is
JRS1 or JRS2

Maternity/Paternity Leave

Leave granted for the purpose of giving birth, and/or
caring for a newborn child.

Military Leave of Absence

Absent from work due to active service with a branch of
the United States Armed Forces.

Non-industrial Leave of Absence

Off work and receiving temporary disability payments for
a non-job-related injury or iliness.

Permanent Separation

Left work with no projected date of return. This status
must be granted for Participant to be eligible for refund
of CalPERS contributions. Selecting this option opens
the Status Reason field. (Note: If employee is granted
this status and then returns to work at your agency, you
are required to enter a new enrollment for that person).

Sabbatical Leave Full Pay

On approved leave; receiving full compensation for time
not worked.

Sabbatical Leave Partial Pay

On approved leave, but is receiving partial
compensation.

Service Leave of Absence

On approved leave.

Special Leave of Absence

(State employees only.) Educational LOA, Partial LOA,
or Special Leave for Research or Creative Activity.

Temporary Separation

Temporarily separated from employment for a minimum
of two (2) months and is expected to return. (NOTE: A
separation of fewer than two months is not reported to
CalPERS.) Select this status when none of the other
status definitions apply.

To Alternate Retirement Plan

A non-vested member who is subject to a G.D. 20306
Retirement Plan is working fewer than 20 hours a week,
and must switch from CalPERS coverage to the
Alternate Retirement Plan.

Workers Compensation Leave

Worker in “miscellaneous” (i.e., non-safety) classification
is placed on leave for a work-related injury or illness.
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INTERNET FORMS: HEALTH

INTERNET FORMS: HEALTH

The Internet Forms Health function allows employers to submit new enrollment
and change information related to a Participants” health benefits. Click on
Internet Forms, then the Health folder to see the functions available to you, as
shown in the diagram below.

Internet Forms

Health
New Health \ Change Health
Change \ Cancel
W B Coverage
Change N Change

Medical Group Premium Pmt
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New Health Enrollment

Use New Health Enrollment to enroll a Participant in Health coverage if the
qualifying appointment already exists.

If this is an entirely new Participant to your agency (i.e., the Participant does
not already have an appointment with your organization), use the
Internet Forms: New Enrollment screen.

J File Edit iew Favortes Tools Help

|J4='»

JAgdress J Lirks >

[

[Help Menu] [Screen Help]

3 Log Out
Get Dat
D Change Password
D Participant Inquiry Name: Birth Date:
[0 user Account Maintenance 3 = B3

_iInternet Forms —

J File Edt Miew Favortes Tool:  Help |J . 7

J Address

| Links ”

“[2) New Enrollment SALTENT CRERNE MmN ic a tion s ExchangeSystem =
. New COBRA Enrollment : o :
D Newe u ions
i D Participant Change -
-1 Appointment Change [Help Menu] [Screen Help] lew Health Enrellment
J Health
N7 New Health [ Log Ot SSN: 890-01-4001 | Clear
H Fnroliment D i — N John Smith Birth Date: 08/23/1 968
D Change Health Plan D Participant Inquiry ame: John Smi irth Date: =
D Change Coverage D User Account Maintenance Organization: San Dimas City Of
[ cancel Coverage 4 Internet Forms
[ Change Medical ..[7] ViewManage Batch
Group ;
: New Enrollment .
[ cnange Premium : % New COBRA Enroliment Health Event Reasom: I_:I'
payment [0 New nrollmer ]
& “-[] Participant Change Sl l_ I I e
“-[Z] Appointment Change HBO Received Date: I_.I'I .I'I (mrniddiyny)
-4 Health Heafth Event Effective Dates| |1 {mmidd i)
"] New Health
Enrollment GEEdER
“-[7] Change Health Plan Plan N;,me_-l =l
.1 rhanna Covarana f— j
|&] Dore I_I_E  Intemnet i

1. Select the Health folder under Internet Forms on the Navigation List. Click
New Health Enrollment.

2. Enter the Participant’s SSN and click Get Data.

3. If there are multiple appointments on file, select the appropriate one by
clicking on the Effective Date. Continue by entering the Health Enrollment
information (green /bold /italic fields are required):

e Health Event Reason

e Event Date

e Health Benefits Officer (HBO) Received Date
e Health Event Effective Date
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4. Click Get MedPlan. This queries ACES for all Medical Groups and Health
Plans effective on the health event effective date and populates the Plan
Name drop-down list for selection. This includes future effective dates.

] [_[O]x]
“ - ”HAgdrassHLinks £

J File Edit View Favortes Toolz Help

[*]

Exchnangs Mystem

ew Healih Enrolfrne)
S5N: 890-01-4001  Clear

Name: John Smith Birth Date: 08/23(1968

[Help Menu] [Screen Help]

2 Log o
[ change Password
] Participant Inquiry
[ User Account Maintenance Crganization: San Dimas City OF
_4 Internet Forms

1 viewManage Batch

% e Health Event Reasom: | =l
--_] New COBRA Enrollment
-7 Participant Change EeLD l_ I I ]
D Appointment Change HBO Received Date: l_i fl [rarndddiyan]
A Health t Effective Date; l_ fl (i)
1 Mew Health
Enrollment EEVENR ~ w
-7 Change Health Plan Plan Name: | =
e C
[ thange Coverage party Rt I_
[ cancel coverage
~[7] change Medical Eligibility ZIP: (if differert from mailing addres= 21F) [ ER Address
Group Primary Gare Physician [
-7 Change Premium >
Payment Coverage Type: | Basic -
N -] Dependent Medical Group: -
__| File Transfer
| Status Spouse 55N I [Required if married and not adding as dependfnt)
1 Public Agency Billing Qualifying SSM: I
| I | | I i
|@ ’_ |E ) Intemet i

5. Continue to enter Health Enrollment information:

e Plan Name. Select available plan from drop-down list.

e Party Rate. See Glossary or on-line Help for definition.

o Eligibility ZIP (Complete this field only if necessary to qualify for a
specific plan or if different from mailing ZIP code).

e ER Address. Check this box when the enrollment is based on the
Employer’s ZIP Code.

e Primary Care Physician.

e Coverage Type (the default is Basic).

e Medical Group (State Agencies will not see this field. This applies to
public agency and school district employees only).

e Spouse SSN. Required if married, unless spouse/domestic partner will
also be a dependent on Participant’s Health coverage; in that case their
SSN is entered in Add Dependent (see Step 7).

¢ Qualifying SSN (Required when enrolling in own right due
to loss of other CalPERS coverage).

Don’t forget to
submit your

6. If the Participant has dependents to enroll, go to Step 7. If batch via
. View/Manage
there are no dependents to enroll, click Save. Batch!
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J Fie Edit “iew Favorites Toolz Help “ o »“Agldress

| Links >

] Public Agency Billing oualiing ssn: [ | | B
SSN: I_I_I_ (Required for spouse/Damestic parners)
First Name: I— N
Middle Namednitial:[ |
LastName: l—
Marne Sufi I_;I
Gerder: I—LI
pirthpate:[ ] 1| (mmiccina >
Refationsinp: | j
Coverage Type: | Basic j
Primary Care Physician: I—
Add to List )
&
v
|@ l_ l_ E ® Intemnet 4

7. At Health Enrollment - Dependent(s), enter dependent information as
follows (green /bold /italic fields are required):
e Social Security Number (Required for spouse/domestic partners. Users
are encouraged to enter SSNs for all dependents.)
e First Name
e Middle Name/ Initial
e Last Name
e Name Suffix
e Gender
e Birth Date
e Relationship
e Coverage Type (the default is basic)
e Primary Care Physician

8. When you have entered all green /bold /italic information and all applicable
optional information for the dependent, click Add to List.
e If this is the only dependent to be added, go to Step 11.
e To enroll additional dependents, repeat Steps 7 and 8.
e If you want to correct or change information after you have clicked Add to
List, go to Step 9.
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J File Edit ‘“iew Favortes Tools  Help H o P

Jﬁgdress J Links >
__1 PUTHIC AETICY BT IS ST | T T ;I

Birth Date ]
Frodo Baggins 0211472002 Child ale Basic

10of1

S5hM: || I I [Required for spouse/Domestic partners]

First Name: |Fr0do

Widdle Marmesinitial: I—
Last Namre: |Elaggins
Mame Suffix I_L,
Gerr{fer:lm

Birth Date: |02 r|1 4 (42002 | (mmiddinnng
Refationship: I Child j
Coverage Type: I Basic j

Frimary Care Physician: I

AddtoList | UpdateList | Delste FromList |

|@ Dane l_@ Intermet
9. To make changes to a dependent you have just added (but not yet saved),

click on the dependent name. When information previously entered appears,
make desired changes. Click Update List.

woll

10. To delete a dependent you have just added to the dependent list (but not yet
saved), click on dependent name. The information previously entered for this
dependent appears. Click Delete from List.

11. When all adds/changes/ deletes are completed, click ,
Don’t forget to

Save. submit your
batch via

View/Manage
Batch!
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Change Health Plan

Change Health Plan allows you to change an existing Participant’s health plan.
Use this when you receive a Participant request to change based on a
geographical relocation or requests to change received during open enrollment.

1. Open the Internet Forms folder, and click on Health, then on Change Health

Plan.

2. Enter Participant SSN and click Get Data.

A

J File Edit View Favoites Toolz Help

H = - 2 JAgdress JLlnks =

D Log Out
[ change Password
[ Participant Inquiry
[ user Account Maintena
_4 Internet Forms
=ER Batch

[Help Menu] [Screen Help]

E |

J File Edit “iew Favoites Tools Help

T :I.ﬁ::[::l:l mmdnication
i |||]ns ey 1 e s o

Change Health Plan

sswe[ [ [ [oocaa ]

Name:

Birth Date:

[_[O]]

J Addiezs J Links

S

31 New Enroliment
~[J] Mew COBRA Enrollmi
~[7] Participant Change
D Appointment Change
-4 Health
1] New Heatth
Enroliment
> change Health P
“-[1] Change Coverage
i-[7] cancel Coverage
[0 change Medical
Group

[ change Premium
Payment

[Help Menu] [Screen Help]

D Log Owut

D Change Password

[ Participant Inquiry

[7] User Account Maintenance

_;j Internet Forms
{3 View/Manage Batch
[7] New Enrollment

SS5N: 890-01-4003  Clear
Name: Jane Smith

Organization: San Dimag City OF

[

Birth Date: 071071954

Health Event Reasomn: I

Event Date: I_fi_ i [mmidddyy)

"=

é] one
- : B :::i;s:i‘:::i::::"em HBO Received Date; I—fi— i [ i)
1] Appointment Change Heaith Event Effective Date: I—fi— i [mm/ddfnny)
5-----;]Health Get Plan |
-8 :ﬁ:;l::ﬁ:::] Plan Narme: I PERSCare-BC-278 |«
D Change Health Plan FParty Rate: 3 L
D Change Coverage Eligikility z|p;| [if different fram mailing address 2IF) [ ER Address
% E::E;Lf::z::;e Primary Care Physician:l
Group
D Change Premium Choose Dependent from list below to Change that Dependent’s Primary Care Physician
_ . Payment Sele ame  lpithDate_|relationship L=
|@ Done 4

3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason. Select the reason code from the drop-down list.

e Event Date. Enter the open enrollment date or date of relocation.
e HBO Received Date. Enter date the request was received by employer.
e Health Event Effective Date. Enter the effective date of change.

4. Click Get Plan. This queries the system for all available Health Plans
effective on the effective date and populates the Plan Name drop-down list.
This includes future effective dates.
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=l
JAgdress H Links >

J File Edit %iew Favortes Toos Help H G e

(B RNER S
INew

[Help Menu] [Screen Help]

5o M nications Exchanga System

R v

Change Health Plan

] Log Ot SSN: 890-01-4003  Clear
D Change Password _ i
. . Name: Jane Smith Birth Date: 07/10/1954
[ Participant Inquiry
[ User Account Organization: San Dimas City Of
Maintenance
Jg e\:—net :I)rms Batel Health Event Reasor | =
i.[7] View/Manage Batch
“[Z] Mew Enroliment EventDate: [/ (mmiddiyyyy)
[T New COBRA HBO Received Date:[ ] | (middfran)
Enroliment
D Participant Change Health Event Effective Date: I_.I'I .l'I [mniddfynn]
‘2] Appointment Change Get Plan |
/A Health Plan Name: |PERSCare-BC-275 7]
2] New Health _
Enroliment Party Rate: 3
D Change n Elinibility ZIP: I [if different from mailing addre=s= 2IF) [] ER Address
D Changy — Primary Care Physician; |
[ cancel
] Change .
Group Chioose Dapendent from list below to Change that Dependent's Pi

imary Care Physici

] change Premium Birth Dat hip
. Payment [ 8a0-01-4005 Bob Smith 08251960 Spouse |
-] Dependent ) )
- Steven Smith

) v 0451 52000 Child D Lance Armstron
I File Transfer o I d
| Status
1 Public Agency Billing

5. Enter/edit the following information (fields in green /bold /italic required):
e Plan Name. The current plan will populate. Select the new plan.
e Party Rate. This field is not changeable.
o Eligibility ZIP (Complete this field only if necessary to qualify for a
specific plan or if different from mailing ZIP code.)

e ER Address (Check this box if the Eligibility ZIP is the Employer’s ZIP
Code.)

e Primary Care Physician

6. To add a dependent’s Primary Care Physician
information, check the box next to the

< : Don’t forget to
dependent(s), and enter/edit the Primary Care submit your
Physician. batch via
View/Manage
1 1
7. Click Save. Batch!
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Change Coverage

The Change Coverage screen is used to submit a change to a Participant’s and/or
dependent’s coverage type (i.e., from Basic to Medicare).

1. Open the Internet Forms folder on the Navigation List, then open the Health
folder and click on Change Coverage.
2. Enter the Participant’s SSN and click Get Data.

Ny S omections

[Help Menu] [Screen Help] | Change Coverage Tipe

D Log Ot
D Change Password
(7] Participant Inquiry

[7] User Account
Maintenance
_iInternet Forms »

L Batch

..[7) Appointment Change | [Help Menul [Screen Help] Change Coverage Type
4 Health

sl [oaon]

Name: Birth Date:

CRr

J Address J Links

-7 New Health E :)g omp | SSN: 890-01-4003  Clear
hange Passwor
. _ Enroliment - ) Name: Jane Smith Birth Date: 07/10/1 954
; D Change Health Pla [0 Participant Inguiry
\ D Change Coverage D US(_H Account Organization: San Dimas City Of
-] Cancel Coverage Maintenance
; . < Intermet Forms Heaith Event Reason: | N
----- ] change Medical r
pa [ viewManage Batch
roup . . 1 1
~B Chanlue Premium || "5 New Enrolment pvenae ] e
payment ) New COBRA HBO Received Date:| ]I )
s nrolimer
i _I Dependent [ Participant Change Health Event Effective Date: I_.I'I JI [mméddiyyy]
__| File Transfer [ Appointment Change Plan Mame: PERSCare-BC-278 >
€1 Dene .4 Health Party Rate: 3
{11 New Health Participant Coverage: | =l
Enrollment
D Change Health Plan Primary Care Physician: |
“-[1] Change Coverage
D Cancel Coverage [Choose Dependent from list below to Change that Dependent's Coverage )

D Change Medical Select Eiinh Date [Relationship C: e
Group [T 890014005 Bok Smith 08/25/1 960 Spouse |Basic vl

H D Change Premium

Payment ] Steven Srmith 08/15/2000 Child [Basic =l

| Dependent il
| File Transfer b
| Status =
|&] Dore ’_’_ré_ B Intemnet i

3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason. Select the reason code from the drop-down list.
e Event Date (e.g., Medicare effective date).
e HBO Received Date. Enter the date the request was received by employer.
e Health Event Effective Date. Enter the effective date of the change.
e Plan Name. This field is not changeable.
e Party Rate (Defaults to current party rate - not an editable field).
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e Participant Coverage. If this change is for the Participant, select
appropriate coverage type and proceed to Step 6. If change is for a
dependent, select coverage type of basic, and go to Step 4.

4. Select box of appropriate dependent.

>3

J File Edit %iew Favortes Toos Help H G e

J Address H Links

S a R ﬁﬁﬁt’hu‘_u WelommUnications Exchange System

N A TSN A OISRy A coccs for Parsners

[Help Menu] [Screen Help] [Changs Coverage Type
] Log Ot SN 890-01-4003  Clear
D Change Password
. . Name: Jane Smith Birth Date: 07/10/1954
[ Participant Inquiry
[ User Account Organization: San Dimas City Of
Maintenance
Jg etnet Forms Health Event Reason: I j
w=] View/Manage Batch
“[Z] Mew Enroliment EventDate: [/ (mmiddiyyyy)
{7 New COBRA HBO Received Date:[ ] | (mniddian)
Enroliment .
D Participant Change Health Event Effective Date; I_.I'I fl [rmiddfnn
D Appointment Change Flan Name: PERSCare-BC-278
/4 Health Parly Rate: 3
(7] New Health Participant Coverage: | =l
Enroliment
D Change Health Plan Primary Care Fhysician: I
i[Z] Change Coverage
D Cancel Coverage [Choose Dependent from list below to Change that Dependent’s Coverage
] Change Medical ct |35 Marme  |pith Date [Relations
= Group [ s90014005 Bob Smith 02511960 Spouse
] Change Premium : )
payment ¥ Steven Smith 0871572000 Child
] Dependent
| File Transfer
1 Status
] |5 [ ntemet 4

5. Select Coverage type from drop-down list.

6. When all Participant and dependent coverage changes have been made, click
Save.

Don’t forget to
submit your
batch via

View/Manage
Batch!
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Cancel Coverage

The Cancel Coverage screen is used to cancel a Participant’s health coverage.

1. Open the Internet Forms folder, and click on Health, then on Cancel
Coverage.

2. Enter Participant’s SSN and click Get Data.

[ 'ﬂ‘ﬁfﬁ’@gﬂ deliom miUnications Exchangs System

e

[Help Menu] [Screen Help] | Cancel Coverage

D Log Out
I - -I Get Dat
D Change Password ssi | l_
[ Participant Inquiry Name: Birth Date:
(1] User Account Oraanization:
Maintenance
i Internet Forms
A | Hle Edt View Favotes Took Hep |J & - »|JAddress | Links >
D View/M. Batch o}

~[Z] New Enroliment
~[Z] New COBRA Enrollne
~[Z] Participant Change

D Appointment Change |~~~ ,
[Help Menu] [ScreenHelp] |Cancel Covernge

----- _i Health

“-[7] New Health

Enroliment E Log Out SSN: 890-01-4003 | Clear
Change Password
*[] Change Health Pla - ] Name: Jane Smith Birth Date: 07/10/1954
: D Change Coverage D Participant Inquiry o ation: San DI -

rganization: San Dimas Ci
Cancel Coverage [ user Account 8

Maintenance
_iInternet Forms

Group

Heaits vent Reasor: [ =|

©.[7] Change Premium || ~L] View ch
D Paynﬂant D New Event Date: I_.I'I .I'I [rnrnidd )
""" 1 Dependent [ New + HBO Received Date: I_.I'I ;'I (i) =
_| File Transfer Enrollir
j Status ..[7] Participant Change Health Event Effective Date: I_.I'I .I'I [mrmiddnny)
1 Public Agency Billing D Appointment Change Plan Mame: PERSCare-BC-278
-4 Health Party Rate: 3
/€] Dore “-[7] Mew Health
Save Reset
Enrollment --
“-[7] Change Health Plan i
€ Dene BREE T

3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason. Select the reason code from the drop-down list.
e Event Date. (e.g., date of Participant’s request).
e HBO Received Date. Enter date the request was received by employer.
e Health Event Effective Date. Enter the effective date of change.
e Plan Name. This field is not changeable.
e Party Rate. This field is not changeable.

4. Click Save.

Don’t forget to
submit your
batch via

View/Manage
Batch!
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Change Medical Group

Use the Change Medical Group function to change the medical group
(bargaining unit) for a Participant who is an employee of a public agency or
school district.

1. Open the Internet Forms folder on the Navigation List, then open the Health
folder and click Change Medical Group.

=] =3
""ﬂiﬁf@_m' _.;E_DmmJﬂiEaliuﬂsE:*:l:hangaﬂvstemm -

N Loane: ATOR  ccoe
[Help Menul [Screen Helpl | Chenge Medical Groug

D Log Out

1 - - Get Dat
D Change Password SSN: l_
D Participant Inquiry Name:
[1] User Account
Maintenance
4 Int 1 F y " " .
"J fHemmet Forms J File  Edit “iew Favorites Tools  Help
L)Y Batch

Birth Date:

|J¢-'”

J Address

JLinks 2

3] New Enrollment

i[7] New COBRA Enrollime

[ Participant Change

D Appointment Change =====22000000000000 .

.24 Health [Help Menu] [Screen Help]  |Clionge Medical Gronp

[ 2] New Health
Enrollment [ Log Ot

“[7] Change Health Pl
. 8 N N D Change Password
i-[] Change Coverage

L - Name: Jane Smith Birth Date: 0751001954
. D Cancel Coverage D Participant Inquiry

SS5N: 890-01-4003  Clear

Change Wedical D User Account Organization: San Dimas City Of
Group Maintenance
[ change Premium | - Internet Forms Click on the start date to select appointment
o | StartDate  EffectiveDate  Status U
i1 Dependent : : .
| File Transfer oarzarzonz 08s0172002 Active oog lic Employees' Retirement Mone
| Status 10of1 =
1 Public Agency Billing Medical Group Effective Date: | II II [ middfyny]
|@ Done Get Med Group |

Iedical Group: | 000 ALL EMPLOYEES 7|

|@ Dane

2. Enter Participant’s SSN and click Get Data.
Enter the Medical Group Effective Date.

Click Get Med Group. This will query the system for all available Medical
Groups effective on that date and populate them in the drop-down list for
selection. This includes future effective dates.

5. Select the new Medical Group (bargaining unit).
6. Click Save.

@

Don’t forget to
submit your
batch via

View/Manage
Batch!
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Change Premium Payment

Changes a Participant’s method of premium payment to or from regular payroll
or direct pay. Payment method changes are usually the result of a Participant
going on or returning from a leave of absence.

1. Open the Internet Forms folder on the Navigation List, then open the Health
folder and click Change Premium Payment.

i E'-"

(RS RPNl m i n e a tions Cxchangg
INIeEIMBCHOnS. = o 1 o y

[Help Menu] [Screen Help] | Change Premizum: Poymeii Meifod

[ Log 0wt
1] change Password SSN-'I l_

[0 Participant Inquiry Name: Birth Date:

1] user Account
Maintenance

_i Internet Forms

L Batch

i D New Enrollment

-] New COBRA Enrollment

L[] Participant Change

D Appointment Change

[Help Menu] [Screen Help] |Change Premizin Poyment Meifod
B

s New Health
a Enrollment [ Log Out SSN: B00-01-4002  Clear

i D Change Health Plan D Change Password

Edit “iew Fawvortes Tools Help »JAgdlessHLmks i

e D Participant Inquiry Name: Jane Smith Birth Date; 07/10/1954
i.[] change Coverage
.7 cancel Coverage [7] User Account Organization: San Dimas City Of
-] thange Medical i Maintenance
Group _4Internet Forms lﬁ
. ; Health Event Reason: | N ~
Change Premium D ViewManage Batch
Payment ; Premium Payment Method
.1 Dependent “[2] New Enroliment
" | File Transfer D New COBRA EvenrD::re:l JI i [mmiddinnny]
) Status . _, Enroliment HBO ReceivedDate:[ | ]| imewidinen
"1 Public Agency Billing : D Participant Change ] =
D Appointment Change Health Event Effective D::Ie:l JI i [mmiddinnny]
(€] Dore “-/_1 Health Plan Name: PERSCare-BC-278
) New Health Party Rate: 3
Enroliment

") change Health Plan

“[]) change Coverage

P el Li™assnrann LI
|@ Done ’_’_ré_ 8 Intemnst A

2. Enter Participant’s SSN and click Get Data.
3. Enter/edit the following information (green /bold /italic fields are required):
e Health Event Reason. Select the reason code from the drop-down list.

e Premium Payment Method. This field populates automatically after
Health Event Reason is selected.

e Event Date.

e HBO Received Date. Enter the date the request was

received by employer. Don’t forget to

e Health Event Effective Date. Enter the effective date of s%b;ni; your
atch via
Change- View/Manage
e Plan Name. This field is not changeable. Batch!

e Party Rate. This field is not changeable.
4. Click Save.
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INTERNET FORMS: DEPENDENT

The Internet Forms, Dependent folder is comprised of three functions, as shown
in the diagram below: Add Dependent, Change Demographics, and Delete

Dependent.

Dependent

ACES User Guide
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Add Dependent

This screen is used to add dependents for a Health Participant.

1. Open the Internet Forms folder on the Navigation List, select the Dependent
folder and click on Add Dependent.
2. Enter the Participant’s SSN and click Get Data.

EEMEERE A o
N Loane

[Help Menu] [Screen Help]

o e n
101TS
| Add Dependent

3] Log omt
D Change Password
[0 Participant Inquiry

(7] user Account
Maintenance
_i Internet Forms

| Fie

Edit  Wiew Favorites

A ceess for Par

ssel T | [oeose ]

Name:

[_[Ofx]
C g -

ipations Ex  System

Birth Date:

Tools

J Address

| Links

D i Batch

Help |J &

LS

New

2] New Enroliment
“[7] New COBRA Enrollme
“.[7] Participant Change
(2] Appointment Change
-] Health

i Dependent

2] Add Dependent

[ change
Demoaraphics
“[7] Delete Dependent

| File Transfer
| Status
| Public Agency Billing

[Help Menu] [Screen Help]

D Log Ot

D Change Password

[ Participant Inquiry

[J] User Account Maintenance
_iInternet Forms

Al mlen.t

§5N: 890-01-4003  Clear

Name: Jane Smith Birth Date: 07/10/1954

Organization: San Dimas City Of

Heath Event Reason: [ RN =
Event Date: I_.I'I ;'I [rnrnddd ]
HBO Received Date: I_.I'I ;'I [ dd ]

5 D App t Change Health Event Effective Date: l_fi_ .I'I [rarnidd ]
|€I — Flan Mame: PERSCare-BC-278 T
Party Rate: |3_
ssN_ Jvame [eirihDate [Relationship
%lF“e Transfer 880-01-4005 Bob Smith 08/25M960 Spouse Male  Basic =
(=] Status Steven Smith 09/15/2000 Child Male  Basic
| Public Agency Billing Py
S50 I_I_I [Required for spouse/Domestic partners) LI
& C A
3. Participant’s name, birth date, organization (agency), any existing dependents
appear. Current dependent information includes:
e SSN
e Name
e Birth Date
¢ Relationship
e Gender
e Coverage Type
4. Enter health event information (green /bold /italics fields are required):
e Health Event Reason
e Fouent Date
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&) ’_ ’_ E |4 Intemet

5. Scroll to the Add Dependent Transaction List and enter dependent
information (green /bold /italics fields are required):
e SSN (Required for spouse/domestic partner. Users are encouraged to
enter SSNs for all dependents, if possible).
e First Name
e Middle Name/ Initial
e Last Name

e HBO Received Date
e Health Event Effective Date
e Plan Name. This is not a changeable field.
e Party Rate. Defaults to current party rate on file. See Glossary or on-line
Help for definition.
J Fle Edt “ew Favortes Tools Help H o »H Address J Links >
/4 Dependent Party Rate: |3_ B
i-[2] Add Dependent
[0 change
Demographics
i-[7] Delete Dependent  |[=f=[1] Name
%l File Transfer 880-01-4005 Boh Srith
(= Status Steven Smith 09/15/2000 Child Male  Basic
1 Public Agency Billing Py
S5M: I I_I [Required for spouse/Oo meslapartners]
First Name: I
Middle NameIInitiaI:I
Last Narme: I
Mame Suffix I 'I
Gender:l 'l >
Birth Date: I_ri_ jl [ Ay
Relationsihip: I j
Coverage Type: | Basic j
Primary Care Physician: I
Add ta List | )
°/ i
hd|
v

e Name Suffix

e Gender

e Birth Date

e Relationship

e Coverage Type. The default is Basic.
[ ]

Primary Care Physician

6. Click Add to List (Note: If this Step is skipped, dependent information will
not be sent to CalPERS for processing).

ACES User Guide 59




ADD DEPENDENT

e If this is the only dependent to be added, go to Step 9.

e To add additional dependents, repeat Steps 5 and 6. To make changes to
dependent information, go to Step 7.

e To delete a dependent, go to Step 8.

J File Edit Wiew ngy/_\ Help H = »H.ﬂddress

/ \

J Links >

Demographics'

F!EI:atil:lr'lE:}'lir:l
Sarnantha Smith 01/15/2002 Child Fermale Basic
Glaria Srmith 01/15/2002 Child Female Basic
1-4005 Bob Smith 08/25/1960 Spouse Male Basic

Steven Smith 09/145/2000 Child Male Basic

__|File Transfer
| Status
1 Public Agency Billing!

10f1

S8M: || I I [Required for spouse/Domestic partners )

First Name: |Samantha
Middle Marmelnitial: I—

Last Name: ISmith

Namesumic| 7]

Gender: Im
Birth Date: [01 15 2002 | immitann)
Relationsiip | Child j
Coverage Type: | Basic ﬂ
Primary Care Physician: l—
Addtolist | UpdateList | Delete From List

—;;/

|&] Done \ 8B |_|_|—é_ |4 Intemet

7. To make changes to a dependent just added (but before you have saved):
A. Click on the dependent name.
B. When the dependent’s information appears, make desired changes and
click Update List. When you are satisfied with the list of dependents and
their information, go to Step 9.

8. To delete a dependent previously added (but before you have saved):
A. Click on the dependent name.
B. When the dependent’s information appears, click Delete From List. When
you are satisfied with the list of dependents and their
information, go to Step 9.

Don’t forget to
submit your
batch via
View/Manage
Batch!

9. When all adds/changes/deletes are completed,
click Save.
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Change Demographics

Use this screen to submit a change to demographic information or to add a social
security number for a previously enrolled dependent.

1. Open the Internet Forms folder on the Navigation List, select the Dependent
folder and click on Change Demographics.

'1a'.-'____\ REomimnications Exchange System =
l\]—c??l' ] Dns BNy A coess Diary

[Help Menu] [Screen Help]l | Choenge Dependent Demographics

[ Log Out
3 I - I Get Dat:
[9] change Password SSN: l_
D Participant Inquiry Name: Birth Date:
(1] user Account 3 —TET
Maintenance

_:jlnternet Forms J File Edit “iew Favorites Took Help |J o »JAgdress“Links i

[ viewManage Batch
] New Enroliment
----- ] New COBRA Enrollme

SR TgaORT o T miln ication s

AL OTTS
{3} participant Change [Help Menu] [Screen Help]

Change Dependent Demagraphics
D Appointment Change

{1 Heaith [l Log Out SSAE 890-01-4003  Clear
\-_4 Dependent D Change Password

D Add Dependent D Participant Inquiry Name: Jane Smith Birth Date: 07/10/1954
=X Change [7] User Account Maintenance Organization: San Dimas City Of
Demographics _j Internet Forms
D Delete Dependent D View Manage Batch m Relationship Gender
__IFile Transfer "] New Enrollment 890-01-4005 Bob Smith 08/25/1850  Spouse Wale
1 Status “[]] New COBRA Enrollment | -- Steven Srmith 0952000 Child Male
__I Public Agency Billing {1 Participant Change 1 af1
E :pp;:mmem Change S5M ll_l_l— [Required for spousg Do rmestic partners)
L ealth

.4 Dependent Frrer::me:ISteven
“-[7] Add Dependent Middle Namednitial: |
D Change . Last Name: ISmith
Demographics

|@ Daone D Delete Dependent MNarme Suffix I 'l >
__IFile Transfer Gemnider: I Male <

__| Status Birth Date: 091 52000

1 Public Agency Billing
Mew Birth Date I_.l' ;'I [rrnddd iy
Death Date I_.I' ;'I [rrnidd )

J =
5 Ad|
|&] Done 0 Intermet 4

2. Enter the Participant’s SSN and click Get Data.

3. The Participant’s name, birth date, and organization (agency) appears. Click
on the dependent name. This displays existing dependent

information.
Don’t forget to
4. Enter new information. submit your
batch via
5. Click Save. View/Manage

Batch!
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Delete Dependent

Use this screen to delete a dependent from a Participant’s Health enrollment.

1. Open the Internet Forms folder on the Navigation List, select the Dependent
folder and click on Delete Dependent.

2. Enter the Participant’s SSN, and click Get Data.

'1a'.-'____\ PEommunications Exchangs S‘fstem_ =

I\Tcﬂll' [l PG n s A v cec s for P

[Help Menu] [ScreenHelp] | Delete Dependent

D Log Ot
D Change Password
[ Participant Inquiry e

[7] user Account
Maintenance

_iInternet Forms

|J . JAgdress“ Links >

[Help Menu] [Screen Help] |«

[ Appointment Change || Log Out

‘... 1 Health [ change Password : .
: _,J D fent D Participant Inquiry Name: Jane Smith Birth Date: 07/10/14954
‘G epender

“[7] Add Dependent [5] user Account Maintenance Organization: San Dimas City OF
i.[7] Change 4 Internet Forms

S5N: 890-01-4003  Clear

Demographics [ viewManage Batch Health Event Reasomn: I j
"X Delete Dependent || “{3) New Enrollment Eventpate: [ ] | tmewsadingn)
] File Transfer [ New COBRA Enrollment
: - HBO Received Date: l_fl .I'I [y
;l Status B D Participant Change
i e “-[7] Appointment Change Healtl Event Effective Date: l_fl .I'I [y
“-[_1Health Plan Mare: PERSCare-BC-278
|@ D -~ Dependent Party Rate: |3_
one
~[7] Add Dependent
~[7] Change

elect Person to Delete Coverage

Mame Relationship

| B90014005  Bok Srith 0872519680 Spouse Basic
r Stewven Smith 091182000 Child Basic

Demographics
1] Delete Dependent

1 File Transfer
| Status
| Public Agency Billing

1of1

L=l
€] pore [ [ Ontens

3. Enter health event information (green /bold /italics are required fields):
e Health Event Reason

e FEvent Date

e HBO Received Date

e Health Event Effective Date D:::{;%*gz;?
e Plan Name. This is not a changeable field. batch via

e Party Rate. Populates with the current party rate on file. Pl lREeE

See Glossary or on-line Help for definition.
4. Click the check box next to the dependent to be deleted.
5. Click Save.
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Restoring a Deleted Dependent

If you delete a dependent in error and you have already saved the transaction,
complete the following steps to restore the dependent.

1. From the Internet Forms folder on the Navigation List, select View /Manage
Batch.

2. Click on the Tracking ID of the batch containing the deleted dependent
transaction.

3. Locate the Participant whose dependent was deleted in error. Click on the
Trans. No..

4. When the information for the deleted dependent transaction appears, click
Delete. A confirmation for the request to delete appears. Click Yes.
Essentially, you have “deleted the delete transaction,” and the dependent is
restored.
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STATUS

The Status function allows you to request and receive information about
transactions that you or your co-workers have submitted to ACES through File
Transfer, Internet Forms, or User Account Maintenance. Status provides
information about ACES-generated error files and reports (Retrieve Files) and
about employer-generated data files and report requests (Get Status).

1. Retrieve Files gives you the ability to do the following;:

e View and/or save ACES output reports and organization-submitted
reports that you or someone within your organization initiated (sent to
CalPERS for processing).

e Delete such reports.

2. Get Status allows you to track files you or your peers have transmitted to
CalPERS. ACES records a complete “event” history for all files it receives
from employers. The Get Status function provides information specific to
events, such as the date, file type, status, file size in bytes, username and
tracking ID. File histories can be viewed in two ways:

e Files initiated by the user
e Files initiated by their peers

Status

Retrieve

Files Get Status
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Retrieve Files

[Help Menu] [Screen Help]

D Log Out
1] change Password
(5] Participant Inquiry

[ user Account
Maintenance IACES File Periodic Ext Request was completed successfully, 1225 11182002 pojate

__| Internet Forms 13:21

| File Transfer
_1 Status 1
@ >D i ACES File Proc Summary was created. 02002 palete | Yiew
“[1] Get Status

1 Public Agency Billing

The Detail Report was created for Tracking ldfs): 3039904 28857 111102002 pojara| view
14:55

ACES File Proc Summary was created. 1143 117072002 Deleta| Yiew
1343

The Detail Report was created for Tracking ld{s): 3039904 1905 110772002 pojote| Yiew
1337
|&] Done l_ l_ ré_ |4 Interret 4

1. Select Retrieve Files from the Status folder on the Navigation List.

2. At the drop-down menu Select Files For, choose Self (the current user),
Organization (the employer or agency), or another specific username. You
are limited to the type of files available for viewing depending on the user or

group you select:
e Self: You can view ACES output files and files submitted by your
organization.

e Organization: You can view only ACES Output Files.
e Peer: You can view only ACES output files.

3. From the second drop-down menu, select the type of file you want to view.

You can choose either ACES Output files or Agency-Submitted Files.

e ACES output files: These are Health and Membership transaction reports
that ACES provides to employers, such as error reports, summary reports,
successful transaction reports, and periodic extracts. (Output files are not
currently available for Payroll.)

e Agency-submitted files: Summaries of transactions submitted to ACES.
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4. Click Get Records. ACES displays a list of files matching the criteria selected.

5. To delete a specific file, click Delete next to that file. A delete confirmation
message is provided. Select OK to continue the action or Cancel to cancel the
delete request.

6. Optional: Choose Show Deleted at any time to display and list previously
deleted files. Note: Reports are only deleted from view; they are still
available for retrieval via the Show Deleted button until they are purged
from the system by CalPERS every 45 days.

7. To view a specific file, click View next to that file. The File Download dialog
box appears. Choose either Open this file from its current location or Save this
file to disk then click OK.

e If you select Open this file from its current location, the file opens
immediately on-line.

e If you select Save this file to disk, the Save As dialog box appears. Select
the local directory in which you want to save the file. To view the saved
tile, open it from the local directory.
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Get Status

The Get Status function provides information specific to events, such as date, file
type, status, file size in bytes, username, and tracking ID. File histories can be
viewed in two ways:

o Files initiated by the user

e Files initiated by their organization

J File Edit “iew Favorites Tool:  Help |J &= -7 J Address J Lirks
[Help Menu] [Screen Help]  |Geifing siaius informaiion
;[lLaSHD ;[I Get Records
D Log Ot
D Change Password
D Participant Inquiry Date: 01092003 14:36 Create New
[} User Account Maintenance g‘f:;::et L
1 Internet Forms File:  Batch_2474236_633_0633KGAI Size: NA o
__| File Transfer Type:  Enrollment User: 0633KGAI
- Status: Mew On-line Batch Created-Batch_2474236_633_0633KGAl
j 1 Status
] Retrieve Files
Get Status Date: 01032003 16:00 Event. New
| Public Agency Billing Status: Request Processed for the ORG{UPDATERG33
Date: 010372003 15:26 Event: Peer View
Status: Your records were viewed by 0633KGAI
Date: 010372003 15:25 Event: Peer View
Status: Your records were viewed by 0633KGAI
Date: 010372003 15:10 Event: New
File:  UserldNPassword_File Size: N/A
Type: ACES-PARIS User. 0633KGAI
Status: Request Processed for the ORG{UPDATERG33
Date: 010372003 15:26 Event: Peer View
Status: Your records were viewed by 0633KGAI _I
|&] Done ’_’_ré_ £ Intemnet i

1. From the Status folder on the Navigation List, select Get Status.

2. From the drop-down menu to the right of List Records For, choose Self (the
current user), Organization (the employer or agency), or Peer (user-
designated co-workers within the organization). You are limited to the type
of files available for viewing depending on the user or group you select:

e Self: View all File Transfer, Internet Forms, and User Account
Maintenance transmissions, statuses, and report requests submitted to
CalPERS that you initiated. You can also cancel any transmission that has
not been processed.

e Organization: View all File Transfer, Internet Forms and User Account
Maintenance transmissions, status, and report requests submitted to
CalPERS that users within your organization have initiated. You can also
cancel any transmission that has not been processed.
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e Peer: View all File Transfer, Internet Forms, and User Account
Maintenance transmissions, statuses, and report requests submitted to
CalPERS that were initiated by the specific peer selected. However, you
cannot cancel transmissions submitted by your peers.

3. Select view type:
e Last 10 transmissions
e All transmissions
e Specific transmission by tracking ID

4. Click Get Records. The files and current statuses for the selected user are
displayed. The following information is provided:
e Unique identifier (tracking ID)
e Date and time message was received
e Event
e Status
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ERROR CORRECTION PROCESS

The following provides information regarding the error correction process. In
this section you can reference how to:
e Submit batches.

e Retrieve reports (information on the transactions you've submitted).
e Correct agency errors.
¢ Read your Detail Report, reference common messages received, and

determine how to resolve them.

Submitting a Batch

1. Select View /Manage Batch from the Internet Forms folder on the Navigation

List.

2. Click on the Tracking ID next to the batch you want to submit for processing.

D Log Out
1] change Password
(5] Participant Inquiry

[ user Account
Maintenance

i Internet Forms
=t View/Manage Batch

... 1 Health
‘-1 Dependent
I File Transfer

[Help Menu] [Screen Help]

3388025

Organization: California Public Employees Retirement System

Username:ISeIf YI

Please click on Tracking ID to view transactions

Open 121 7/2002 01:24 PM

|@ Done

1011

’_ ’_ E |4 Intemet

(K
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3. Verify your e-mail address.
4. Click Submit Batch.

D Log Ot
D Change Password
[ Participant Inquiry

[ User Account
Maintenance

_‘j Internet Forms
----- “-[1] viewManage Batch
----- “-[Z] New Enrollment

----- [£] New COBRA
Enrollment

----- D Participant Change
----- D Appointment Change
------ _| Health

-] Dependent

I File Transfer

| Status

| Public Agency Billing

[Help Menu] [Screen Help]

Batch Transaciion Lising
SubmitPaich | Cancel Batch |

Organization: California Public Employees Retirement
Uszername: JFONG
Tracking 1D: 3388025
Status: Open
Mumhber of Transactions: 3

EIm

4

DatefTime Received: 12/16:2002 02:09 PM

Please click on the Trans. No. of the SSH you wish to View/Edit.

[T mark all transactions for printing Print Preview |

1 123-45-6789 Mew PERS Enrollment Jeremy Mouse
I_ 2 TI7-27-9787 Mew PERS Enrallment Luke Cowhawk
O 3 TI7-27-9787 |Mew Health Enrollment

Luke Cowhawk

101

E-Mail address to semd processing surmmary: |Personnel@publicagency.com

|@ [rone

SR

’_ I_E|° Intemst

The Batch Confirmation page will appear indicating that the batch was
successfully submitted to CalPERS. If you submitted your

health/membership transactions before 3:00 p.m. on a weekday, you will
receive an e-mail notification with your Summary Report.

=) Log Out
] change Password
[ Participant Inquiry

] User Account
Maintenance

J Internet Forms

[ viewManaye Batch

3 New Enrollment

7] New COBRA Enroliment
[ Participant Change

i D Appointment Change
{1 Health

[Help Menu] [Screen Help]

iﬂﬂ:& Confirmaiion

“Your batch was successfully submitted to CalPERS.

Crganization Mame: California Public B
Usernarme: JFONG
Tracking ID: 3388025
DaterTime Received: 12/16:2002 02:09 PM
Murnber of Trangactions: 3
E-mail address to send processing

ploy Retirement Syst

summary to: Personnel@publicagency.com

... | Dependent
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Retrieving Files (Reports)

1. Open the Status folder, and click Retrieve Files.

2. Click Get Records.

3. Find the Detail Report for your Username and Tracking ID (batch) submitted.
4

Click View and print the Detail Report.

[Help Menu] [Screen Help]  |[Reirieving files from CalPERS

Get Recards
L

ACES Output Files =
) Log Owt

D Change Password
[ Participant Inquiry

3] user Account
Maintenance ACES File Proc Summary was created. 11062002 pojate

I Internet Forms 15:05
| File Transfer

1 Status
~E| Ratriove Hiox he Detail Report for FKNOX was created for Tracking ld(s): 6169 111062002 pajate
“[ et status 3039904 15:04

1 Public Agency Billing >

Z

he Detail Report for FKNOX was created for Tracking kils):

11062002 pojata | View
15:04

ACES File Proc Summary was created. 11/06:2002 Delata
13:35

he Detail Report for FKNOX was created for Tracking ld{s): G098 11062002 pojate
3039904 13:32 ~
[&] Done l_ l_ ré_ |4 Intemet 7

NOTE: If the Detail Report indicates there were Agency Errors, you must correct
these transactions and submit them to CalPERS for reprocessing.
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ERROR CORRECTION PROCESS

Correcting Agency Errors

Employers are responsible for correcting all agency errors. The following process
describes how to retrieve errors and submit corrections.

1. Open the Internet Forms folder and click on View /Manage Batch.

2. Batch(es) with Agency Errors indicated with the Error status. Click the
Tracking ID next to the batch that requires correction. The transactions with a
status of “Agency Error” will be displayed.

=] 3
J Links >

J File Edit “iew Favortes Tools

Help H = - »HAgldress

|

xchange System

[Help Menu] [Screen Help]

1 Log out Organization: San Dimas City OF

[7] Change Password Username'lself -]

[ Participant Inquiry .

D User Account Maintenance
4y Internet Forms Please click on Tracking ID to view transactions
T ViewManage Batch | Tiaeking b Status 1 aterfime Received
£.[3) New Enroliment 2474236 Ewor  O01AGZ0030140PM

10f1

‘- Health
L. Dependent
| File Transfer
| Status

1 Public Agency Billing o

LK

@ Done ’_’_E |4 Intemet
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=] 3
J Links >

J File Edit “iew Favortes Tools Help

H o »HAgIdress

|

Sliomiminications Exchange System

[Help Menu] [ScreenHelp]  |Saich Error Tianspciion Listing

Close Batch

D Log Owut

D Change Password

[ Participant Inquiry

[£] User Account Maintenance
_‘j Internet Forms

----- [ ViewManage Batch

----- ] New Enrollment

Organization: San Dimas City OF
Usermname: 0633KGAI
Tracking 1D 2474236
Status: Error
Mumber of Errors: 3
DatedTime Processed: 01/10:2003 01:40 P

----- D New COBRA Ex Please click on the Trans. No. of the SSN you wish to View /Edit.
----- - O particpamc o )G TRGNSINNGH) [FTSSNIIN TS action T Pariciai S e
""" 5] Appointment 4 890-01-4001 Mew Health Enrollment Jdohn Srrith Etror /
------ _I Health 5 890-01-4003 |Add Dependent Jane Smith Error ]
-] Dependent ;

§ I & 890-01-4002 |New Health Enrollment Joe Smith

__| File Transfer

| Status

1 Public Agency Billing

|&] Dare S5M: 890-01-4002
MName: Joe Smith
Transaction No/Type: 6 - Hew Health Enrollment
Error Message

3. Optional: Click Error at the far right to
view the reason the transaction was not
processed. This is the same message as
in the Detail Report for that transaction
and the window can be closed at any |
time.

Hbo Recd Date must be grealer than or equal to the Event Dale.

4. Click the Trans. No. of the transaction to be corrected. The transaction will
appear as originally keyed.

5. Make the

. J He E% Yew Fowes Teds M H & o JAgdress J Links
appropriate - =
correction and
Save the [Help Menu] [Screen Help]
transaction.

[ Log ow SN 890-01-4002
D St N : Joe Smith Birth Date: 09/15/1980
[ Participant Inquiry ame: 1o =mi rih Date:
(] User Account Maintenance Organization: San Dimas City O -
_i Internet Forms
[ viewManage Batch
D New Enrollment Health Event Reason: | 100-Time Base & Tenure j
“[Z] New COBRA Enroliment
[ Participant Change EventDate: [10 15 2002 | immiddtanon
E D Appointment Change HBO Recejved Date: W"’I 2002 | (mm/ddhnny] >
—| Ll Health Event Effective Date: erm 2002 | imm/ddivyyy)
.| Dependent F——
|1 File Transfer
1 Status Plan Name: I Kaiser-CA-056 j
|1 Public Agency Billing Party Rate: |1_ J
RN o PR = Jty O |
|&] Done ,_,_ré_|° Internet v
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J Fie Edt iew Favorites

Tools  Help

J Links >

H o »HAgIdress

l\Tc:zf

[Help Menu] [Screen Help]

D Log Owut
D Change Password
[ Participant Inquiry
[£] User Account Maintenance
_‘j Internet Forms
----- [ ViewManage Batch
----- ] New Enrollment
----- ‘2] New COBRA Enrollment
----- D Participant Change

] ﬂ'ﬁ(LUJ;IJ 3

Plommiinications Exchange System

»
1=

Baich Error Fransaction Lising

Close Batch

Organization: San Dimas City OF
Usermname: 0633KGAI
Tracking 1D 2474236
Status: Error
Mumber of Errors: 3
DatedTime Processed: 01/10:2003 01:40 P

Please click on the Trans. No. of the SSHN you wish to View Edit.

|

4 890-01-4001 |Mew Health Enrollment John Smith Error
-] Healt I' 5 @90-01-4003 Add Dependent Jane Smith Error
-] Dep -7 g 890-01-4002 |Mew Health Enroliment Joe Smith Error
__|File Tran
- 1 0f 1
__| Status
1 Public Agency Billing
[&] Done ’_’_E|0 Internet G

6. This transaction will now be checked as “fixed” in your Batch Error
Transaction Listing and the corrected transaction will be assigned a new

76

batch number.

Note: Transactions are not completed until the new batch is submitted.

When you have corrected all Agency Error transactions, the batch will close
automatically. (Exception: Occasionally, there may be error messages that
cannot be fixed. In these cases, the batch will not automatically close. You
must click Close Batch to clear the list of errors).

ACES User Guide
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[ [0 x]

J File Edit “iew Favorites Tools Help

|J4='»

J Address

| Links

[Help Menu] [Screen Help]

ﬁgg Baiches

2475161

Please click on Tracking ID to view transactions

Exchanga System

[

f coe

QOrganization: San Dimas City OF

Username:ISeIf 'l

Open 01110/2003 02:34 PM

| File Transfer
| Status

| Public Agency B

§| Done

D Log Out

[7] change Password

[ Participant Inquiry

D User Account Maintenance
_i Internet Forms

1] viewManage Batch
“{Z] New Enrollment

2] New COBRA Enrollment
“[0] participant Change
“[Z] Appointment Change
{1 Health

[Help Menu] [Screen Help]

ol
Baich Transaction Lising
COrganization: San Dimas City Of
Username: 0633KGAI
Tracking ID: 2475161
Status: Open

Mumber of Transactions: 1
Date/Time Received: 01/10:2003 02:34 PM

Please click on the Trans. No. of the SSN you wish to View Edit.

[0 mark all transactions for printing Print Preview |

) Dependent Print Trans.No.  SSN  TramsactionType
__| File Transfer r 1 B90-01-4002  Mew Health Enrallment Joe
| Status e
~1 Public Agency Billin,
= Ll s E-MMail address to send processiing srmmrm'y:|personne|@any’town com|
@ Done ’_ ’_ ré_ |4 Intemet 4

8. Open the Internet Forms folder and click on View /Manage Batch.

9. Click the Tracking ID next to the “Open” batch containing the corrected
transactions.

10. Enter your e-mail address, if necessary.
11. Click Submit Batch.
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TRANSACTION STATUS TYPES

Summary & Detail Report Transaction Status Types

The ACES Processing Detail provides high level information on the status of
your transactions. The following table lists status types/messages, their
definitions, and resolution instructions. For a detailed report, go to the “Status”
folder; select “Retrieve Files” and request detail for a specific batch.

Status Status Type . o .
Message Abbreviation Definition Resolution
Successfully Batch was run, transaction was
. SA . None.
Applied executed and applied.
The agency is not allowed to
submit the requested transaction, | Review Detail Report and
Agency Error AE OR correct problem per the
The agency created a transaction | message provided.
with incomplete or invalid data
A CalPERS technician
Completed C resupmlttt_a_d a transagtlon that None.
was identified for review or
correction by CalPERS.
When an appointment is
applied for the Participant
Participant was identified by the requested, the transaction
CalPERS system as a PERS will be picked up in the
member, a health transaction was | next batch. Check the
submitted, but no appointment transaction status in 2-3
PERS Riry PR was on file for the Participant. days after receipt of the
The transaction is flagged as PERS Retry status. If the
“PERS Retry” to note that there is | transaction has not been
no appointment. applied after 3 days, call
(888) CalPERS (225-7377)
for assistance.
Same as PERS Retry except the
Non-PERS NR employer is a Non-PERS Same as PERS Retry.
Rtry L
Participant.
If the transaction is
approved, the technician
A CalPERS technician must completgs and updates the
. ; transaction through the
review the transaction requested. CalPERS svstem. The
COBRA Ritry CR Depending upon the technician’s y )

analysis of the transaction, it can
be denied or completed.

Detail Report will show a
completed status. If the
transaction is denied, the
Summary Report will
reflect a denied status.
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Status Type

Definition

Resolution

Abbreviation

Manual

Correction MC

A CalPERS technician must
review the transaction requested.
Depending upon the technician’s
analysis of the transaction, it can
be denied or completed.

*NOTE: Generally, Manual
Corrections require some
processing time. Please check
the Detail Report for the results of
this transaction a day or two after
you submitted your batch.

If the transaction is
approved, the technician
completes and updates the
transaction through the
CalPERS system. The
Detail Report will show a
completed status. If the
transaction is denied, the
Summary Report will
reflect a denied status.

Duplicate Dup

A transaction was submitted that
matched information CalPERS
previously had on record.

None.

Denied D

The CalPERS technician
determined that the transaction
submitted cannot be processed or
approved due to discrepancies or
non-compliance to laws,
procedures, and/or rules/
regulations.

None.

Informational |

Transaction processed, but data
may have changed from what
was originally keyed. The system
derived different data based on
the CalPERS business rules (e.g.,
effective dates, party rates) OR
Gives information to the user of
historical data on file and new
data that replaced it.

None.
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TRANSACTION STATUS MESSAGES - HEALTH

Health — Internet Forms: Common Transaction Status Messages

The following table lists common examples of batch messages for Health —
Internet Forms. For questions regarding Health related messages, please call
(888) CalPERS (225-7377).

Status Type

Message

Description

Resolution

Abbreviation

Subscriber already
covered with the

Subscriber is already

Verify if this transaction is a
duplicate of a prior

AE ’?rg?]rs]:)c/:t?osr;orfe?oer d covered by agency. transaction or if the coverage
! should have been cancelled.
effective date.
HBO Received Date gi%ﬁigﬁgi?ioeitoe Correct the signature date to
AE must be greater than or " be the same as or later than
the Permitting Event
equal to the Event Date Date the event date.
Verify the Health Plan
selected is available. If the
health plan is not available,
Possible reasons for select another Health Plan
errors: and resubmit the transaction
Subscrberistyng 0|+ The pansoeced | oo0 S & PO,
enrollin a health plan is not available in | g,pqeriper's area verify
outside his/her service that area, through Participa;wt Inquiry
area. QOr, a plan * Another Health whether another event
AE rollover to an active Event occurred occurred since the effective
health plan must be since the effective | yate entered in this
processed before date of the transaction. If so, contact
completing this submitted CalPERS for assistance
transaction. transaction, or If no other event occurred
* Arollovermaybe | 5 the health plan is
needed. available in the member’s
service area, contact
CalPERS to report the
problem.
. Delete ex-spouse using
:1-256 :lét;zcjlsbeegsllfi?:dy User attempted to add DeleteT Dependgnt function.
AE Only one Spouse maiy a Spouse and the Subn_nt tljansactlon. After
be associated to the system already has a | deletion is reflected, add the
) Spouse on file. correct spouse and resubmit
subscriber. i
transaction.
No employer action.
;Zi:;aggfe"imere 4 | CalPERS will manuall
must be manually process this transaction and
Health Event Reason rocessed b change the status to
MC Code designated for ?:aIPERS T);ﬂs Completed. When the status
Manual Processing. includes ainy COBRA has been updated, you will
or Medicare receive confirmation of the
E completed transaction on a
nroliment.

future Detail Report.
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Status Type

Message

Description

Resolution

Abbreviation

Could not determine

Medical Group is
derived, but the values

No employer action.
Employer does not have a
contract with the medical

MC the medical group for provided did not match | group that was submitted.
the incoming orgID. COMET medical CalPERS staff will contact
group. the employer to validate the
correct medical group.
No employer action.
CalPERS will research the
User attempted to add | problem and contact the
health coverage, but employer if there are any
- . the subscriber or questions. When the status
Individual is already ; X
. dependent is currently | has been updated, you will
MC covered on effective ; : .
reflecting a status of receive a new transaction
date. « ,, ;
covered” under status on a future Detail
another coverage Report. The transaction may
group. be denied or completed
depending upon research
results.
No employer action.
CalPERS will research the
transaction. The dependent
may be in the system without
an SSN. If the name and
The dependent was not The Dependent could birth date match the
found using the agency P . dependent in COMET the
not be found using the , :

MC SSN (Agency SSN entered b dependent’s SSN will be
submitted: XXX-XX- emplover y added. The status will be
XXXX). ployer. changed to Completed or re-

submitted and the
transaction will be processed
by the next ACES batch. If
the SSN does not match, the
transaction will be denied.
Agency submitted No employer action
Change Plan, Change CalPERS will research the
Premium Payment,
health enrollment and attach
Add Dependent (or :
. e it to the correct employer.
Subscriber is not any health modifying The status will be changed to
MC covered by designated | transaction), but 9

agency.

coverage found for the
subscriber was
qualified through an
appointment that is
with another agency.

Completed. When the status
has been updated, you will
receive confirmation of the
completed transaction on a
future Detail Report.
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Status Type

Description

Resolution

Abbreviation

Message

The birth date on the
dependent with SSN
(XXX-XX-XXXX) was

A discrepancy exists
between the
dependents’ birth date

No employer action.
CalPERS will contact the
employer to validate the date
of birth and manually update
the transaction. Status will

Mc (mm/dd/yyyy), but on the transaction be changed to Completed.
) ! When the status has been
COMET has a birth versus what exists on updated, you will receive
date of (mm/dd/yyyy). COMET. confirmation of the
completed transaction on a
future detail report.
The effective date will differ
from what was submitted on
the transaction. The agency
should validate which
effective date is correct and
contact the employee with
COMET will use an This message is L?eggsg%zié Ifr’g:/ei d(;rtljgénal
Effective Date of ___, provided if COMET P y
. ; the agency should be used,
SA but the agency derives an effective
. . : contact CalPERS to correct
submitted Effective date that differs from
, the date on COMET. You
Date of ___ . the agency’s date. : .
will not be automatically
notified of the correction in
effective date. You can
access Participant Inquiry
the following day to confirm if
the effective date was
changed.
Before and after
Demographic information displayed
SA information of has | upon successful No employer action.
been changed to . | demographic
transaction.
Using Participant Inquiry
research the transactions
that have been applied to the
system since the transaction
Another transaction effective date. Determine if
Events have occurred . ) . . . ;
with a later effective this transaction still requires
C on the account after the

effective date entered.

date was already
applied to the system.

processing based upon the
events found in Participant
Inquiry. You may also
contact for assistance on
manually processing this
transaction.

The COMET address
has been changed from

(_to_ )

The address on the
system was changed
to reflect the new
address entered.

No employer action. The
database will save the new
address submitted in the
transaction.
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Membership — Internet Forms: Transaction Status Messages

The following table lists common examples of batch messages for Membership.
Transaction statuses noted with *, are unique to File Transfer employers. For
questions regarding Membership related messages, please call (888) CalPERS

(225-7377).
Status Type

Message

Description

Resolution

Abbreviation

A technical problem
occurred and the
transaction was not

See error message received
with this message for
instructions on resolving this

AE processed; call the N/A error. Contact CalPERS to
Employer Contact Center report the problem if further
to report this. assistance is needed.

You cannot chanae the Only CalPERS can correct
: 9 Changing an Effective Date. Contact
Effective date of to ; . s
. — effective date must | CalPERS if a correction in the
without changing at . ; :
, be done in effective date is needed.
AE least one other field. If ; . . )
X conjunction with Otherwise, change another

Effective Date must be . y

changing another field (e.g., Coverage group,
corrected, call the : !

field. etc) and resubmit the
Employer Contact Center. .

transaction.

Appointments cannot be Effective date If Effective Date is incorrect,
entered if the Effective entered was more resubmit correction. Contact

AE Date is more than three CalPERS if the Effective Date

X than three years .
years prior to the current old to be corrected is older than 3
date. ' years.
Appointment Start Date Appointment start
cannot be earlier than or .
- \ date must be after Recheck the Effective Date
AE equal to the Participant's o
: Permanent and resubmit if necessary.

Permanent Separation )
Date. Separation date.
The Participant was User attempted a
permanently separated Change
from the designated Appomtr_nent Recheck the Effective Date of
agency on (mm/dd/yyyy). transaction for a : ;

g - the transaction submitted, and
No further appointment Participant that was s

: correct and resubmit it if
AE changes can be applied to | Permanently . ,
. . : appropriate. Otherwise, call

this appointment after this | Separated from the ;
CalPERS to enter this

date. Contact the agency that transaction

Employer Contact Center | submitted the '

if this information is request for the

incorrect. change.

Appointment may have No employer action. A

been deleted or a possible CalPERS technician will

MC system error exists; call N/A review the transaction and, if

the Employer Contact
Center to report this.

necessary, contact the agency
to confirm the appointment.
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As-of the Effective Date of
, this Participant has

No employer action. CalPERS

more than one There was a L . .
. . . . technician will research this
appointment with this duplicate . S
) . appointment. If this is a
employer; the system appointment that : LT
MC : . duplicate transaction, it will be

cannot identify the caused the . )

. ) . denied. Otherwise, the
appropriate appointment, transaction to not . : .

p ” . transaction will be applied to
so the “change be applied. the appropriate appointment
transaction cannot be pprop PP '
applied.

The COMET address has gl:taeg;zlgﬁlrl thl/znt.h(-er :gw
I been changed from ( ) | N/A

to ( ).

address submitted in the
transaction.
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PARTICIPANT INQUIRY

Participant Inquiry (PI) is an inquiry only function that contains Participant
information extracted nightly from the CalPERS Health and Membership
Database (COMET). This section is written for Carriers and Employers who use
ACES to access information about Participants in a CalPERS Health and/or
Retirement program.

Security Rules for Employers

Employers can access information as follows:

¢ Only the current Employer can view a Participant’s Health and Membership
record.

¢ Only the Employer from whom the Participant retired can view a Retiree’s
Health and Membership enrollment record.

Security Rules for Carriers

Carriers can access information as follows:

¢ Only the current Carrier can view all enrollment information.

e All other Carriers do not have access to address or dependent information for
any enrollee who is not currently enrolled with them.

NOTE: All other Carriers includes, but is not limited to, a Carrier that previously
provided health coverage for the Participant.

In implementing these rules, Participant Inquiry may not display all data. Keep
these rules in mind if the user gets unexpected query results.
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Participant Inquiry Features

As Of Date

The As Of Date determines the information that the system displays. The As Of
Date defaults to today’s date; however, data can also be retrieved “As Of” a
different date (e.g., future or past dates). When the As Of Date is changed, the
ONLY information that will change is in the Subscriber and Dependent tabs.
This function works only if the current user is the current employer (or was the
employer as of the date provided).

NOTE: Changing the As Of Date will not give the user Address or Dependent
information unless the user is the current Carrier or Employer “As Of” the
System Default Date.

Example: Does a dependent have coverage during August 6, 1999?

e Select the value in the “As Of Date” field’s data-entry box so it’s highlighted.

e Change the As Of Date to 08/06/1999 (mmddyyyy).

e C(lick Get Data.

e Click the Dependent Tab and the system will show you if that dependent was
covered “As Of” the changed date.

Extract date /time field (located above the “Clear” button)

The extract date is the last business day that data was extracted from COMET.
For example: if logging in on June 15th, the data displayed is from June 14th.

Notes Feature

General Notes - CalPERS staff have the ability to save notes to an employer, a
health carrier, or internal staff. If a note was saved for a Participant, it will show
as an icon in the header of PI. Click on the note icon and it will open a window
that will display the note.

Notice 28 Notes - A Notice 28 is information that is sent to the employee about
the change they are requesting. These notices are system generated. CalPERS
staff have the ability to put an additional note on these notices. In the
Enrollment Tab, an icon will show in the “Proc. Status” column of a transaction
line. Click on the icon and it will open the note that was printed on the Notice
28.
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Accessing Participant Inquiry

1. Click on Participant Inquiry. A new window will appear.

2. Enter the Participant’s SSN and click Get Data.

3. ACES will populate the View Participant Information screen with
information in the Header: Name, Birth Date, Gender, Member, Retiree,
Death Date and HBO Phone.

[Help Menu] [Screen Help]

D Log Out e r
D Chalrlure Passw?r(l 53]1’::]3 ﬂﬁlfﬂ]ﬂw ”"I .
1 %E:::(:ziﬁl::]tqr:::nenance JAV‘ ~n_m-
1 Internet For =
| File Transfe
%'9‘“‘“5 [Help Menu] [Screen Help]
A Public Aett) - v Participant Fnformation Extract Date/Time: 12/26/2002 03:56 PM
ssi; [890 o1 faoos Clear asor: [12 /30 200z
Name: Jane Smith Birth Drate: 071101954 Gender: Female 4 3
Member: Yes Retiree: ho Death Date: }
HBO Phone:
Subscriber | Dependent | Enrollment | Deduction | Employment Summarv|
4] | >|LI
[&] l_l_ré_ B Intemet G
HEADER DEFINITIONS
FIELD NAME DEFINITION

Name Name of the Participant whose Social Security Number
appears in the “SSN” field

Birth Date Participant’s date of birth.

Gender Participant’s gender: male, female, or unknown.

Member Is the Participant a member of CalPERS retirement? Yes or
No. NOTE: A Participant who has retired or received a
refund of contributions is no longer considered a member of
CalPERS retirement.

Retiree Is the Participant retired from CalPERS? Yes or No

Death Date If applicable, the death date of Participant is displayed

Extract Date/Time (top of Date when Pl was last updated. For more information, see

screen) “Special Features of the System”

SSN Participant Social Security Number

As Of Date See “Participant Inquiry Features”
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If this is the correct Participant, click on one of the tabs listed below:

3 P [= £
r A

[Help Menu] [Screen Help]

View Participant Informaiion Extract DateTime: 12/26/2002 03:56 P
ssn: [ o1 [+003 | GetData | Clear asor: [12 21 fzo00z
Name: Jane Smith Birth Date: 07r10/1954 Gender: Female
Member: Yes Retiree: Mo Death Date:
HBO Phone:

5ub5u:riher| Dependent | Enrullment| Deduction | Emplayment | 5ummar\,f|

S

€] \ Tabs ) [ |5 | intemat

TAB DEFINITIONS

INFORMATION TABS DEFINITION

Displays details on Employer, Enroliment and Address

1. Subscriber information for the current employer.

Lists the currently enrolled dependents for the selected
Participant and shows additional details about each
dependent including, if applicable, information on the
dependent’s disabled dependent certification.

2. Dependent

Displays 36 months of enroliment history for the selected

3. Enroliment Participant.

Displays 36 months of deduction history for the selected

4. Deduction Participant.

Displays all employment associated with Membership and/or
5. Employment Health enroliment history. The information displays according
to agency access rights.

6. Summary General information about Participant

Employers who contract for health and membership will see tabs 1 through 6.
Employers who contract for membership only will see tabs 5 and 6.
Health Carriers will see tabs 1 through 4.

NOTE:
If information on these tabs is incorrect, please contact CalPERS’ ERCC at

(888) CalPERS (225-7377).
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1. Subscriber Tab

The Subscriber Tab displays details on the participant’s employer, health
enrollment, and mailing address.

> [_ [0 %]

[Help Menu] [Screen Help]

View Participant Information Extract Date Time: 12/26/2002 03:56 PM

Print Tab

ssn: [E o1 faons | _Getbata | clear]

asof: [12 21 {2002

Name: Jane Smith
Member: Yes

Birth Date: 07/10/1954
Retiree: Mo

Gender: Female
Death Date:

\Q}O Phone:
1

Subscriber Dependent | Enrollment| Deduction] Employment | Summar\,r|

Swsabermfomaton

COBRA Start! End Date:

|&] Dore

[ & [ nemet

Sl B

ACES User Guide

Employer Information
Agency Mame: San Dimas City
CalPERS ERfAgencyiUnit: 631 Payroll Office: 5 Public Agency Emplayment
Rankf Bary Unit: Retire Systern:  Public Employees' Retirement
Qual Appt Statf Eff Date: Active 08r2352002 Retire Date: k
[ N
Enroliment Information : O
Enroll Status f Eff Date: Covered ngrot1s2002 ( / ‘\
Prem Pymt bthd § Eff Date: Standard ngro1s2002 2 Any Road
PlanCode/ Plan Mame: 2783 PERSCare-BC
Coverage Type: Basic Any City, CA 83888
Eligihility ZIP: [T ER Address
Qual/ Surv/ FR SEN: 890-01-4003
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PARTICIPANT INQUIRY

N

SUBSCRIBER TAB DEFINITIONS

EMPLOYER INFORMATION

DEFINITION

Agency Name:

Name of the Participant’'s employer.

CalPERS
ER/Agency/Unit:

State Agencies:

PERS ER code is a uniqgue number which CalPERS assigns to each
Employer.

Agency code is the Agency code used by State Controller’s Office.
Unit code is the Unit code used by State Controller’s Office.

Public Agency [School] Employers:

PERS ER code is a unique number that CalPERS assigns to each
Employer.

Agency code field is blank.

Unit code is a number assigned by CalPERS Public Agency Billing
Unit to Health Groups for Public Agency employers.

Non-Central State Agencies, Public Agency Employers, and
Non-PERS Employers:

PERS ER code is a unique number that CalPERS assigns to each
Employer.

Agency code field is not applicable (blank).
Unit code field is not applicable (blank).

Rank/Barg. Unit:

Abbreviation for the Participant’s Collective Bargaining Rank/Unit
code.

Rank (Collective Bargaining Rank): Participant designation assigned
to a State employee. E.g., R = Rank and File, E = Exempt, etc.

Unit (Collective Bargaining Unit): unit code assigned to a State
employee. E.g., 1 = Administrative, Financial, and Staff Services,
etc.

Qual Appt Stat/Eff Date:

Describes status of appointment that qualified a Participant to enroll
in benefit. The Effective date is the event datet that qualified
Participant to enroll.

Payroll Office:

Alpha or numeric code which identifies Participant’s pay entity.

Retire System:

Participant’s retirement system: PERS, STRS, JRS, LRS, MRS, or
Non-PERS.

Retire Date:

Participant’s retirement date.

Enroliment Information

Definition

Enroll Status/Eff Date:

Enroliment status: Covered or Not Covered.
Effective Date is the date the current Enrollment Status was effective.

Prem Pymt Mthd/Eff Date:

Payment method: Standard, Direct Pay or COBRA.

Effective Date is the date the current Premium Payment Method was
effective.

Plan Code/Plan Name:

Health plan code and health plan name.

Coverage Type:

The health coverage type for the Participant: Basic, Medicare, or No
Coverage.
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NV
— |
/ﬁ\jl\ SUBSCRIBER TAB DEFINITIONS
Eligibility Zip: Participant’s ZIP Code if different than Mailing Address.
ER Address: This box will be checked if the Eligibility ZIP Code is that of the
employer.
Qual/Surv/FR SSN: Qual (Qualifying SSN) = the SSN of the deceased employee/retiree

OR SSN of employee/retiree that COBRA enrollee qualified from.
Surv (Survivor SSN) = the SSN of a deceased employee/retiree.

FR SSN (Financially Responsible SSN) = the SSN under which the
premium payment for this enrollment will be made.

COBRA Start/End Date:

Start and end dates of the COBRA enroliment period.

Address Information

Definition

IAddress Information

Participant’s mailing address.

ACES User Guide
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2. Dependent Tab

The Dependent Tab displays information on currently enrolled dependent(s) of
the selected Participant and shows additional details about each dependent
including, if applicable, information on the dependent’s disabled dependent

certification.
If there are multiple dependents, click on each dependent name for additional
information.
£ | =1 E3
[Help Menu] [Screen Help]
View Participant Information Extract Date Time: 12/26/2002 03:56 PM
Print Tab
ssn: [E o1 -[4003"] | cetData | clear as o [12 31 {z002
Name: Jane Smith Birth Date: 07710515854 Gender: Female
Member: Yes 2 Retiree: Mo Death Date:
HEO Phone:

SuhscriberI Dependent Enrullment| DeductiunJ Employment | Summarv| \

Dependent name

92

890-01-4005 Bob Smith 0872501 960 Spouse 09/01/2002
-- Steven Smith 09/1&/2000 Child 09/01/2002
1af1
Gendet: Male Digabled Dependent Cedification Date:
Coverage Type: Basic Certification Expiration Date:

Fending Review Date:

-

¥

|@ Done ’_l_lg|° Internet 4
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!
- ?{': DEPENDENT TAB DEFINITIONS
g ‘COLUMN NAMES DEFINITION
SSN Dependent’s Social Security Number.
Name Dependent’s name.
Birth Date Dependent’s date of birth.
Relationship Dependent’s relationship to the Participant.
Enrl Eff Date Effective date of the Dependent’s enroliment action.
FIELD NAMES DEFINITION
Gender: The gender of the Dependent.
Coverage Type: The health coverage type for the Dependent: Basic, Medicare, or No

Coverage.

Disabled Dependent
Certification Date:

The initial date of the Dependent’s certification as disabled. A date in
this field indicates the individual has been certified to continue on the
health enrollment beyond his/her 23" birthday.

Certification Expiration
Date:

The date when the Dependent’s current disabled certification expires.

Pending Review Date:

A date in this field indicates the Dependent’s disabled certification is
under review. If the individual is not certified by this date, his/her health
coverage will be terminated.

ACES User Guide
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3. Enrollment Tab

The Enrollment Tab will display details for health transactions that were
processed. When there are multiple transactions, click on the Effective Date of a
transaction for additional information.

A rescinded transaction is a transaction that was processed and later voided.
Click on Show Rescinded Actions to display any rescinded transactions.

[Help Menu] [Screen Help]
View Pariicipant Information

Extract DateTime: 12/26/2002 03:56 PM

asof: [12 21 {2002
Birth Date: 0701 0/1954
Retiree: Mo

ssn: [590 o1 faons | GetData| clear] 12
Name: Jane Smith s
Member: Yes 3 b
HBO Phone:

Death Date:

[_ [0 %]

Print Tab

Gender: Female

Effective
Date

Subscnberl Dependent | Enrallment Deductmn] Employment | Summar\,r|

\

090172002 Mew Enrollment 100 Time Base & Tenure Steven Smith 2783 Applied
09/01/2002  Mew Enrollment 100 Time Base & Tenure Bak Smith 2782 Applied k /
09i01/2002  Mew Enralliment 100 Time Base & Tenure Jane Smith 273 Applied \ \O
/ 1071 / - N
Show Rescinded Actions / ‘
Reason: Time Base & Tenure Premiurm Pymt Mthd: Standard
Coverage Type:  Basic HBO Recelved Date:  08/28/2002 Show
Plan: PERSCare-BC Event Date: 08/23/2002 Rescinded
Actions
Relationship: Child Change Date: 1212312002
Birth Date: 0851 5/2000 Username: 0633KGAl -/ J
& [ [ & [@ mere 7
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ENROLLMENT TAB DEFINITIONS

HEALTH BENEFITS AND
ENROLLMENT HISTORY

DEFINITION

Effective Effective date of the selected transaction.

Category The Reason group heading used to identify the transaction reason
type.

Reason The numeric code that identifies the reason for the selected
transaction.

Name Name of the Participant/Dependent involved in the selected
transaction.

Plan Code Health plan code that resulted from processing the selected

transaction.

Proc Status

Describes the status of the selected Dependent’s enroliment at a point
in time.

Show Rescinded Actions

A rescinded transaction is a transaction that was processed, then later
voided. To see the any rescinded transactions, click Show Rescinded
Actions.

ADDITIONAL FIELDS

DEFINITION

Reason: A detailed description of the transaction Reason Code shown in the
“Reason” column for the selected transaction.

Coverage Type: The coverage type for the Dependent named in the selected
transaction: Basic, Medicare or No Coverage.

Plan: Health plan code.

Relationship: Describes the dependent’s relationship to the Participant.

Birthdate: Birthdate of the Dependent named in the selected transaction.

Premium Pymt Mthd:

Description of the premium payment method: Standard, Direct Pay or
COBRA.

HBO Received Date:

Date enroliment document was received in the employer’s office.

Event Date:

Date of the event that generated the selected transaction.

Change Date:

Date the selected transaction was added to the system.

Username:

Login ID of the individual who keyed in the selected enroliment
transaction.

ACES User Guide
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4. Deduction Tab

The Deduction Tab displays details for premiums and deduction history. Click
on Pay PD for additional information if there are multiple transactions.

96

Member: Yes
HBO Phone:

[Help Menu] [Screen Help]
View Pardicipant Informaiion

ssi: Bl -[o1 fso03 " | cetData

Name: Jane Smith

4

Extract Date Time: 12/26/2002 03:56 PM

asor: [12 |21 {2002

Birth Date: 07/10/1954
Retiree: Mo

Gender: Female

Death Date:

A

27503 2002011
275103 200210
%2002;09
275M01 2002108
275101 2002007
275101 2002006
2TE101 2002005
275(01  2002i04
27501 2002003
275101 2002002
Hext> Last:>

1210142002
1043142002 "
10/01/2002 "
08/30/2002 i
07/31/2002 "
07/01/2002 "
0513142002 "
050142002 i
04i01/2002 i
05/01/2002 "

0861
0861
0861
0261
0861
0861
0861
0861
0861
0361

Subscriberl Dependent | EnrDIImenti Deduction  Employment | Summarv|

$211.87  $190.00
$211.87  §190.00
$211.87  §190.00
$211.87  $190.00
$211.87  $190.00
$211.87  §190.00
$211.87  §190.00
$211.87  $190.00
$211.87  $190.00
$211.87  $190.00

§21.87 $0.00
$21.87 $0.00
$21.87 $0.00
$21.87 $0.00
§21.87 $0.00
$21.87 $0.00
$21.87 $0.00
$21.87 $0.00
$21.87 $0.00
$21.87 $0.00

\

= Z Z Z Z Z Z Z Z =
5

o
=0
w

Coverage Start:
Caoverage End:

Health Pretax Type:

1200142002
1203172002

Pre Tax Pragram

Pay Entity:
Premium Pymt hthd:

State Controller's Office
Standard

_/

=
[&) l_’_ré_ 8 Intemet 4
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7

For a payment adjustment, the start date for the adjustment.

-
\l\ DEDUCTION TAB DEFINITIONS
DEDUCTION HISTORY DEFINITION
COLUMNS

IAgency/Unit State Controller's (SCO) agency/unit code for State Agencies, Public
Agencies’ agency code; or School Employers’ agency code and
district code (unit).

Pay PD Pay Period from which the premium payment was made.

Pymnt Start For a full premium payment, the date when the payment was made.

Payment End

The anticipated end date for an adjustment payment.

Plan Code Health plan code.

Premium Premium for the health plan.

ER Share Employer’s share of the premium.

EE Share Employee or annuitant’s share of the premium.

Medicare State retiree reimbursement for the cost of Medicare Part B.
Adj Contains a “Y” for yes if the payment is a one-time adjustment.

ADDITIONAL FIELDS

DEFINITION

Coverage Start:

First day of the coverage period to which this premium payment
applies.

Coverage End:

Last day of the coverage period to which this premium payment
applies.

Health Pretax Type:

Type of pretax status: Pre Tax Program, TAP, or FLEX.

Pay Entity:

Identifies the system making the premium payment to the health plan.

Premium Pymt Mthd:

Payment method, either: Standard, Direct Pay or COBRA.

ACES User Guide
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5. Employment Tab

The Employment Tab displays all employment associated with Membership
and/or Health enrollment history. Click on an Effective Date if multiple
transactions are present. Additional information about the selected date appears

at the bottom of the screen.

a

[Help Menu] [Screen Help]
View Participant Informaiion

ssn: [Fa0 o1 Jao0s | | GetData | ciear|

Name: Jane Smith
Member: Yes
HBO Phone:

Birth Date: 077101954

Extract Date/Time: 12:26/2002 03:56 PM
Print Tab

as or: [1z /31 1 fz00z

Gender: Female

Retiree: Mo Death Date:

[_[O]x]

-

Subscriber | Dependent | Enrollment DeductiunlEmpIuvment SuUmmary

N

2 Any Road
Any City, GA 88888

98

09/01/2002  Active 631 ?UUSU; EﬂLiJSLCLWIO Mo F'ut:{ict_EmplwteeS' Mone Mone
. etiremen
Effective Date _0423:2002 Active 631 70001 Misc WO g Public Employees'  nane Mone
SSFULL Retirement
1 af1
Employer: San Dimas City
Status: Active
Status Effective Date: 0812372002
Coverage Group: TO001 Misc Wi S5 FULL
Optional Member: Mo
SCO Position Mumber: Maone
Collective Bargaining Unit; Maone
Retirement System: Fublic Employees' Retirement
Medical Group: 000 ALL EMPLOYEES
Medical Group Effective Date: 0a/01/2002 /
i
€ |5 e intemet /Z
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EMPLOYMENT TAB DEFINITIONS

FIELD NAME

DEFINITION

Effective Date

Effective date of the selected transaction.

Status

Position Status:

Active: Participant is currently working in this position or returns
after a separation or Leave.

Alternate Retirement Plan: A non-vested member who is subject
to a G.C. 20306 Retirement Plan is working fewer than 20 hours
per week, and must switch from CalPERS coverage to the
Alternate Retirement Plan.

Educational Leave: (State Employees only) Leave is granted for
the purpose of further education.

Family Leave (Maternity/Paternity Leave of Absence): Member is
granted an approved maternity/paternity leave.

Industrial Disability Leave (Industrial Disability Leave): Person
in a safety classification is placed on leave for a work-related
injury or illness. Available to local misc. by contract amendment
only.

Layoff: Layoff, or in lieu of involuntary transfer.

Leave of Absence: Select this status only when the Retirement
system is JRS1 or JRS2.

Military Leave (Military Leave of Absence): Person is absent from
work due to active service with one of the Armed Forces of the
United States.

Nonind Leave (Non-industrial Leave of Absence): Person is off
work and receiving temporary disability payments for a non-job
related injury or illness.

Permanent Separation: Person separates from employment
permanently. This status is required for a person to be eligible to
receive a REFUND of CalPERS’ contributions.

Sabbatical Full (Sabbatical Leave - Full Pay): Person is on
approved leave, but is still receiving full compensation.

Sabbatical Part (Sabbatical Leave - Partial Pay): Person is on
approved leave, but is receiving partial compensation for time not
worked.

Service Leave (Service Leave of Absence): Person is on an
approved leave for the purpose of service with a governmental
agency; a university or college; or a nonprofit organization serving
a public function.

Special Leave (Special Leave of Absence): [For State employees
only] A “Partial Leave of Absence,” or “Special Leave for
Research or Creative Activity.”

Temporary Separation: Person is temporarily separated from
employment for two or more months (a separation of fewer than
two months should not be reported to CalPERS), and is expected
to return to work.

To Alternate Retirement Plan: A non-vested member who is
subject to a GC 20306 Retirement Plan is working fewer than 20
hours per week, and must switch from CalPERS coverage to the
Alternate Retirement Plan.
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y 2T\ EMPLOYMENT TAB DEFINITIONS
Em‘;‘)loyer Participant’s employer code.

Coverage Group

Five-digit code which is assigned to a group of employees within
an agency. ltis used to identify, within the employer, groups of
members with different benefit packages. The five-digit code is
formed by combining a number indicating the type of employer or
employment (first digit), coverage groupings (second digit), a
second tier or merger indicator (third digit), and a 2-digit
sequential number.

Optional

Optional Member - A person (e.g., an elective officer) who has the
right to elect membership in CalPERS, and who is excluded from
PERS membership unless and until he/she elects membership.

Retirement System

Retirement System - Participant’s retirement system: PERS,
STRS, JRS, LRS, MRS, or Non-PERS.

CBU Abbreviation for the Participant’s Collective Bargaining Rank/Unit
code.
Rank (Collective Bargaining Rank): Participant designation
assigned to a State employee. E.g., R = Rank and File, E =
Exempt, etc.
Unit (Collective Bargaining Unit): unit code assigned to a State
employee. E.g., 1 = Administrative, Financial, and Staff Services,
etc.

SCO State Controller’'s Office (SCO) Position Number (state employees
only).

Employer Name of the Participant’s employer.

Status See definition on previous page.

Status Effective Date

Effective date of “Position Status” mentioned on previous page.

Coverage Group

Five-digit code which is assigned to a group of employees within
an agency. ltis used to identify, within the employer, groups of
members with different benefit packages. The five-digit code is
formed by combining a number indicating the type of employer or
employment (first digit), coverage groupings (second digit), a
second tier or merger indicator (third digit), and a 2-digit
sequential number.

Optional Member

A person (e.g., an elective officer) who has the right to elect
membership in CalPERS, and who is excluded from PERS
membership unless and until he/she elects membership.

SCO Position Number

State Controller’s Office (SCO) position number (state employees
only).

Collective Bargaining Unit

Abbreviation for the Participant’s Collective Bargaining Rank/Unit
code.

Rank (Collective Bargaining Rank): Participant designation
assigned to a State employee. E.g., R = Rank and File, E =
Exempt, etc.

Unit (Collective Bargaining Unit): Unit code assigned to a State
employee. E.g., 1 = Administrative, Financial, and Staff Services,
etc.
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-“/?;' EMPLOYMENT TAB DEFINITIONS
Retrement System Participant’s retirement system: PERS, STRS, JRS, LRS, MRS,
or Non-PERS.
Medical Group The Medical Groups are identified by three-digit codes* that are

established differently for each Public Agency:

001 MUNICIPAL EMPLOYEES’ ASSOCIATION

002 FIREFIGHTERS’ ASSOCIATION

003 POLICE OFFICERS’ ASSOCIATION
“000 ALL EMPLOYEES?” is used when there is only one Medical
Group for the agency.
“999 CONVERSION GROUP” may be selected by the system
during conversion.

For State employees, the Collective Bargaining Unit derives the
Medical Group.

Medical Group Effective Date | The effective date of the medical group.
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6. Summary Tab

The Summary Tab will display a summary of the Participant’s demographic
information as well as participation in various CalPERS programs.

[Help Menu] [Screen Help]
View Participant Information Extract Date Time: 01/02/2003 09:20 AM

Print Tab
ssn: [590 ot fen0z " | GetData | clear| as or: [01 o3 fz003
Name: Jane Srith Birth Date: 07/10/1954 Gender: Femn
Member: Yes Retiree: Mo Death Date: 6
HEO Phone:

=] E3

-

SubscriberJ Dependent | Enrullmentl Deduction | Employment | Summary

Paidpmsmmay

Birth Date: 0701954
Gender: Female
PERS Member: fes
PERS Retires: Mo
Death Date: \‘X /
Programs: R — >‘ = O<
ublic Employvees' Retmnt Sys
Medical / ‘
Address:
2 Any Road
Any City, CA 88888 —/ 1.
[
€ |5 [ Intemet 4
NV
Ao?( SUMMARY TAB DEFINITIONS
\ \PARTICIPANT SUMMARY DEFINITION

Birth Date: Participant’s date of birth.

Gender: Participant’s gender.

PERS Member: Is the Participant a member of CalPERS? Yes or no. NOTE:
A Participant who has retired or received a refund of
contributions is no longer considered a member of CalPERS.

PERS Retiree: Is the Participant retired from CalPERS? Yes or No.

Death Date: If applicable, the death date of Participant.

Programs: Name(s) of CalPERS program Participant is associated with.

Address: Participant’s address.
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Printing

At any time, you can print the contents of any Participant Inquiry screen by the

following methods:

1. Individual Tabs: Each individual tab can be printed by clicking on the tab,

then clicking on Print Tab. This opens up the tab and formats it for printing.
Then press "Ctrl + P" for printing. Click View Mode to return to normal

viewing mode.

[Help Menu] [Screen Help]
View Participant Information

ssn: [890 -Jo1 [4003 " | GetData | Clear|

Name: Jane Smith
Member: Yes

[ [0 %]
N

\ “'20!]3 09:20 AM

Print Tab

Extract Da¥erT

as or: [01 oz fzo0z
Birth Date: 07101954
Retiree: Mo

Gendel
Death Date:

HEO PI =1 [_ o] =]
View Participant Information
Heanne
- SSN: 890-01-4003 As Of: 01/03i2003
a9 Name: Jane Smith Birth Diate: 07/10/1954 Gender: Female
G013 Hth;nher: Yes Retiree: Mo Death Date:
08101/ i
Coverag 09/01/2002  Mew Enroliment 100 Time Base & Tenure Steven Smith 2783 Applied
Plan: 09/01/2002  Mew Enroliment 100 Time Base & Tenure Bab Smith 2782 Applied
Relation: 080172002 Mew Enrollment 100 Time Base & Tenure Jane Smith 2781 Applied
10f1
Birth Diat
— | Reason: Time Base & Tenure Fremium Pymt Mthd: Standard
Coverage Type:  Basic HBO Received Date: 08728/2002
@ Plan: PERSCare-BC Event Date: 08/23i2002
Relationship: Child Change Date: 1212312002
Birth Date: 091152000 Username: OB3IKGAl
@ [ 18 [ inema 7
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2. All Tabs: In order to print all of the tabs, you must open each of the tabs by
clicking on them (in any order). Upon opening the last tab, click Print All,
then press "Ctrl + P" to print all tab information in a continuous sequence.
Click Back to View Mode to return to normal viewing mode.

You may also just hold down the Ctrl key, then press the P key for a direct
screen print.

104
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[Help Menu] [Screen Help]
View Participant fnformation

sen: [590 -Jor Jeooz | [ GetData | Clear

Name: Jane Smith
Member =3
HBO Phone

ate Time: 01/:02/2003 09:20 AM
Print &ll| Print Tab

as or: [07 /{03 {200

Birth Date: 077101954

er: Female

View Participani Informaiion

- SSN: 890-01-4003 As Of: 01/03/2003
Name: Jane Stnith Birth Date: 071101954 Gender: Female
Birth Date: Member: Yes Retiree: Mo Death Date:
Gender: HBO Phone:
PERS hembr
PERS Retiree
pean Date: | |SubScHben mtormation |
Pragrarns: Employer Information
Agency Name: San Dimas City
CalPERS ERAgency/Unit. 631 FPayroll Office: 5 Public Agency Employment
Address: Rank ! Barg Unit: Retire Systemn:  Public Employees' Retirement
Qual Appt Stat/ Eff Date:  Active 08r23/2002 Retire Date:

Enrollment Information

Enrall Status 7 Eff Date: Covered 09/01/2002

W Prarm Pyt Mthd r Eff Date: Standard 090152002 2 Any Road
PlanCode [ Plan Mame: 2783 PERSCare-BC
Coverage Type: Basic Any City, CA 88888
Eligibility ZIF: [ ER Address
Qual f Survj FR SEN: 890-01-4003

COBRA StartfEnd Date:

=
4

|&] Dore l_ I_E|° Internet

Or, you may press the Print Screen key (to the right of the F12 key), then
paste the clipboard contents into a document as follows:

On your desktop task bar, select Start.

Select Programs.

Select your word processing program (e.g., Microsoft Word).

Open a new document.

In the Menu Bar at the top of the window, select Edit.

Select Paste on the Edit Menu (The saved PI screen displays in the new
document).

Select File in the Menu Bar at the top of the window.

Select Print on the File Menu.
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Participant Inquiry System Messages

Access is limited to current agency

This message will be displayed if the user attempts to access data about a
Participant no longer employed by their agency. If the former employer has
completed the transaction to move the Participant to a new agency, and you are
still getting this message, please call (888) CalPERS (225-7377), and ask CalPERS
staff to update this transaction.

Out-of-Use Social Security Number

If the user enters a Social Security Number that is no longer in use, a message
window gives the user the corresponding active number, if there is one.
Acknowledge the message, then query for the active number.

Future Transactions Pending
This message indicates future health events related to the current Participant
No employment information with your agency is available for this SSN

This message will appear for employers who try to access a SSN of a Participant
who is not currently employed by their agency.
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ACCOUNT ADMINISTRATOR

The ACES User Account Maintenance function is designed so your agency can
maintain your own ACES user accounts. The designated Account Administrator
will grant access to employees within your organization.

Account Administrator Roles and Responsibilities

The Account Administrator performs the following maintenance activities for
your agency’s users by:
Maintaining primary agency contact information, such as:

e Address
e Phone
e Fax

E-mail address

Maintaining user accounts for your agency by:

e Creating new user accounts

e Moditying existing user accounts (adding or deleting ACES functions and/or
changing user demographic information)

e Performing Password Maintenance (disabling, unlocking and resetting
passwords for user accounts within your agency)

Users should contact their Account Administrator for any issues relating to their

user account. If the Account Administrator is unavailable, please call the
Employer Contact Center at (888) CalPERS (225-7377).
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Security Guidelines

ACES provides a secure environment for transmitting sensitive employee
information to CalPERS for processing. Creating a user account and granting an
employee access to ACES will allow them to enter an environment with
privileged employee information. Guidelines have been created to protect this
personal information. The following are guidelines for providing access to
ACES:

e CalPERS security documents must be filled out by all employees having
access to ACES. Although you are only required to submit signed copies to
CalPERS for the primary Account Administrator, you must keep a signed
copy of security documents on file for each additional Account Administrator
and other ACES users at your agency. In the case of a CalPERS audit, you
may be requested to provide security documents for review.

e Signing the security agreements means that you will only grant access to
functions that CalPERS has approved or trained your agency to use. For
example, if your agency is a File Transfer Health and Retirement employer,
you MAY NOT grant users access to Internet Forms. If you are unsure of
what this security requirement entails, contact the Employer Contact Center
at (888) CalPERS (225-7377) or see the ACES Informational web site:
http://www.calpers.ca.gov/aces/security.htm.

e The CalPERS Security Policy requires each person who uses a CalPERS
application to have his or her own account. Users are not allowed to share
an account.

e CalPERS encourages your agency to designate more than one Account
Administrator. In the event that the primary Account Administrator leaves
your organization or changes positions, another individual is able to maintain
ACES user accounts.

e  When an Account Administrator leaves an agency or no longer requires
access to ACES, your agency should contact the CalPERS Employer Contact
Center immediately at (888) CalPERS (225-7377), to delete the account and
establish another Account Administrator for your agency.

e If security has been violated or ACES has been misused by a user, the
Account Administrator should revoke the user’s access to ACES immediately.

e When resetting passwords for users who have locked their ACES account or
forgotten their password, authenticate the user by requesting their Employee
Authentication Word and their SSN.
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Logging On to the User Account Maintenance Function
1. Select User Account Maintenance from the Navigation List.

2. The primary address and e-mail information entered during your initial
registration will appear. If that information has changed or is incorrect, make
modifications to that information at this time (green /bold /italic fields are

required).
Physical Address:
MmN ication
o Street .
e Suite/P.O. Box
e Mailslot
e C(City
User Account Mainten
* Stu te | Internet Forms il E
s | File Transfer T ’ Aar 1 . o .‘
o Zip o ey , = o
° Agency Phone "1 Public Agency Billing [Help Menu] [Screen Help]  |Mainzining PARTNERS User Accoriis
° A g en Cy F aX B t:g.i.l: . Agency: California Public Employees Retirement System
. D Participant Inquiry In caze we need to gend something to your agency, please fill in the following address information.
[ ] E—Ma‘ll |1 User Account Maintenange |nOTE: This information should be for your agency's primary o headguarters facility (f more thar one):
|__] nternet Forms ﬁ Physical Address:
Distribution |1 File Transfer Streer P.O. Box Wailsiot
%l Status | I I
Address If our |1 Public Agency Billing city State Zip
h y @Di | | California j ,l—,l_
a enC as a one Agency Phone Agency Fax
sency ) o Tt T e e et
Slngle address that can / will < IE-M:MDtsmbutfm Address
forward all mail recelved at I:taililzg Address: (fdifferent from anave)PO . .
this address to a | | r
City State ip
distribution list of other X I [Caforia = —o [
L=
ACES users, enter that = T -

address at this time.
Otherwise, enter your own e-mail address.

Mailing Address (complete only if this address is different from the Physical
Address entered above):

e Street
e Suite/P.O. Box
e Mailslot

o C(ity
e State
e Zip

3. Click Next.
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Agency User Accounts

This screen lists the current user accounts at your agency and, if applicable, will
display any pending transactions. This screen serves as a “home page” for user
account maintenance.

[Help Menu] [Screen Help]

< Preuiousl Mext >| Cancell

D Log Out
D Change Password
D Participant Inquiry Pending User Transactions

[] user Account User
Maintenance

1 Internet Forms

| File Transfer

| Status

__| Public Agency Billing

Adgency. Califernia Public Employees Retirement System

Add User

Username

Username
0B33SFRO Modify Account Status
Anthary P Suine 0633A5U) Modify | Account Status

Steven H Propp (Account Adrminy

10of1

SR

@ ’_ ’_ E |4 Intemet

Through the Agency User Accounts table you can:
e Add new users

e Modify demographic information

e Modify access rights

e Perform password maintenance
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Adding a New User

Have the employee fill out a security document (Page 124 or
http://www.calpers.ca.gov/aces/docs/pers-aesd-43.pdf).

1. Select Add User from the Agency User Accounts screen.
2. Type the SSN and click Get Data.

'1E'.-'.._.\ omminications Exchangs System =
[Help Menu] [Screen Help]  [hainininin
< Prewvious ] Mext >] Cancel]
[2) Log Out sgency; California Public Emplogs et System
D Change Password add User
D Participant Inquiry Pending User Transactions

(1] user Account
Maintenance

| Internet Forms

| File Transfer

| Status

| Public Agency Billing

U i = i SRS L voess for Parin ers

St] [Melp Menu] [Screen Help]  (Meiniining PARTNERS User Accounis

[ Log out

Agency: California Public Employees Retirement System

[ change Password SSNE l__l__l Get Data

[ Participant Inquiry

[ user Account
Maintenance

1 Internet Forms
€l

1 File Transfer
) Status
"1 Public Agency Billing

E
[&] Dore [ & [ ntemet Y
NOTE: If you enter an SSN and receive the error message “SSIN XXX-XX-XXXX
does not exist in the CalPERS database. Please contact us at (888) CalPERS
(225-7377) for assistance.” To resolve this error:
e Verify the SSN has been typed correctly.
e If you've entered the SSN correctly, please fax the security document to
CalPERS at 916-326-3005, Attention: ACES. CalPERS will add the new
user for you.
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J File  Edit “iew Favorites

¥
Toolz:  Help ‘ J o - ‘ J Address

Back

IH[=] E3
¥
J Links

D Log Ot

D Change Password
[ Participant Inquiry
[J] User Account Maintenance
| Internet Forms

| File Transfer

| Status

| Public Agency Billing

<

[Help Menu] [Screen Help] ‘

Agency: San Dimas City Of
S5N: 890-01-4003
Mame: Jane Smith
FPhone Fax

] ™ — O

Employee Authentication Word E- Mail Address

[

Sawve| Cancel

| |
Street |1 23 Main Street Mailslot: I

P.O. Elox:l

City: |Any’town

Stater | Califarnia j Zip: |95555 I I_

Comments:l

=
|@ Dane ’_’_E £ Intemnet 4

3. Enter the demographic information for the user (green /bold /italic fields are

112

required):
e Phone (The
e Fax

user’s phone number)

e Employee Authentication Word - This word is used to identify the user
for a password reset

e E-mail Address
e Business Mailing Address
4. Click Save. A new window will appear.
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5. Select an ACES function from the “Applications Available” list at the left of
the screen by clicking on the desired function.

¢ You may grant multiple functions at once by pressing the “Ctrl” key and
clicking on each desired function.

6. Once function(s) are highlighted, click Grant.

[Help Menu] [Screen Help] nintaining PARTNERS User Accounts
D Log Out
D Change Password
(] Participant Inquiry
[7] User Account Maintenance
] Internet Forms,

__| File Transf
] Status
] Public Ag 5 ~.

User: Jane Smith

Applications Available:

User has access to:

Internet Forms
Participant Inquiry
Account Adrmin

File Transfer
Status Grant =
Fublic Agency Billing %

=
Z

&) Done I

e IMPORTANT NOTE: When granting access to the Internet Forms or File
Transfer applications, you MUST grant the user access to the Status
application as well.

e If you are adding a new Account Administrator, it is mandatory that you
fax a copy of the new Account Administrator’s security agreement to
CalPERS, Attention: ACES, at 916-326-3005.
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7. The function selected will move to the “User has access to” list.
e REMINDER: You should only grant access to functions for which your
agency has been approved for and trained (See Security Guidelines

section for more information or contact the Employer Contact Center at
(888) CalPERS (225-7377) for more information).

J File  Edit “iew Favoites Tools Help

=
Back

4
- J Address

IS[=] E3

>
J Lirks

[Help Menu] [Screen Help]

) Log Ot

D Change Password

[ Participant Inquiry

[F] user Account Maintenance
| Internet Forms

AR REE

aining PARTNERS User Accounts

User: Jane Smith

Applications Available:

deomimUnications Exchange System

User has access to:

- Account Admin Internet Forms
TI UL File Transfer Participant Inguiry
| Status Public Agency Billing Status P
__1 Public Agency Billing — > < _/ 7
< Revoke \\
J
=
|&] Done ’_l_ E|° Intemet G

[+]

8. Repeat Steps 5 and 6 until all appropriate ACES functions have been added

for this user.

9. C(lick Save.
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10. The new user’s name will appear in the “Pending User Transactions” list
above the table of current users.

11. To add additional users, repeat Steps 1 through 10.

[_ (O] ]
deljommUnications Exchangs Sy sg =
[Help Menu] [Scree inintnining PARTNERS User Accounis \
< Previous | MNeut >| Cancel”
] Log Out fency. San Dimas City OF
D Change Passwor add User
[ Participant Inquiry Pending User Transactions
[] user Account Us Username
Maintenance ane Srith T :
1 Internet Forms ) g 8 el Remse
_| File Transfer serLst
flstat User Username
f| us Steven H Prapp (Account Admin 06335PRO dify| Account Sta
__| Public Agency Billing : .
Anthony P Suine 0B33ASLI A Hify  Account Stath
or 1
@& [ |8 @ htenet 4

Optional:
A. To change the demographic information or access to ACES functions for a
new user, click Modify. The existing data for that user will appear.
B. If you've added a user in error, click Remove to delete the user. A dialog
box will appear. Click Ok to remove the user or Cancel to keep the user.
Make the desired changes and click Save.

12. When you are done adding users, click Next.
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13. The e-mail address field will populate. If incorrect, type your correct e-mail
address.

J File Edit “iew Favortes Tool: Help

Back

>
H o - H Address

»
J Links

T _ . _ =

[Help Menu] [Screen Help] ininining PARTNERS User Accounts

< Preuious] Submit Request | Cancel]

[ Log Out Agency: San Dimas City OF
D Change Password

[ Participant Inquiry

[3] User Account Maintenance
I Internet Forms

| File Transfer

| Status

I Public Agency Billing

E-iail Adidress: |

; ) ) . & = P
Filz  Edit ‘iew Fawvortes Tool: Help - Address | | Links
Back =
e : pliommunications Exchange System =
[Help Menu] [Screen Help] intaining PARTNERS User Accounis Fri Jan 03 14:59:03 PST 2003
] Log Out Agency. San Dimas City OF
@ ol D Change Password Your updates were successfully submitted.
D Participant Inquiry Your Tracking 1D is: 2473440
[3] User Account Maintenance ‘four updates will be processed within 24 hours,
__IInternet Forms fou will be notified via E-Mail at:
I File Transfer m@m.com
| Status
I Public Agency Billing
[&] Done ’_’_E |4 Intemet G

14. Click Submit Request.
15. Make note of the Tracking ID number.

NOTE: Requests submitted before 4:00 p.m. are processed the same day. You will
receive an e-mail when the username(s) and password(s) are available; however,
new users will not have access to ACES until the following business day.
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Retrieving Passwords for New Users

1. Select the Status folder.
2. Select Retrieve Files.

J File Edit “iew Favoites Tools Help

Hﬂﬁﬂﬁg_gu Blom minications
TIECOIONS.  Ees 1 ccere o

Reirieving files from ColPERS

»
H - - J Address

Back J Links

System /

(B EE S
| New

[Help Menu] [Screen Help]

Exchange

Get Recards

= || ACES Output Files

[

D Log Out

D Change Password

) Participant Inquiry

[1] User Account Maintenance

| Internet Forms

| File Transfer

N4 Status
Retrieve Files

011022003 ppjete| Yiew
10:20

Request Processed for tIRQBG{UPDATE):G33

4

he Summary Report was creats ) 2471092 1048 12232002 polata| Yiew,

1117

1Pu

equest Processed for the ORGIUPDATE):G33

01022003 polate| view
10:20

|@ Daone

’_ l_ E|D Internet i

3. Click Get Records.

4. Locate the tracking ID number from your request.
5. Click View. A dialog box will appear. Click Ok.
6

The ACES Username(s) and Password(s) will be listed. Forward the
username and password to the appropriate user(s).
NOTE: The password is not case-sensitive.

£ | =l B3

J File Edit “iew Favortes Tool: Help

RESTRICTED INFORMATICH
A1l the updates have been successfully applied.

The followihg user account (s3] were created:

NALNE:
TSEFNAME :
PASSWORD :

Jane 3Zmith
0633J3M2
6hONwhoH

}

@ Dane

I_ ’_ ré_ |° Internet

[
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Disabling and Removing a User

1. If a user will no longer require access to ACES, their account must be
disabled. Click on Account Status from the Agency User Accounts page.
A new window will open.

[Help Menu] [Screen Help] :

D Log Out

D Change Password
[ Participant Inquiry
[] user Account

Adgency. Califernia Public Employees Retirement System

Add User

Pending User Transactions

Maintenance - =
_| Internet Forms
e
ile Transfer
f' St User Username
f| us Steven H Prapp (Account Admin 06335PRO Modify| Acco
__| Public Agency Billing

Anthary P Suine 0633A5U) Modify | Account Status

10of1

SR

=] [ |8 @ htenet

2. Click on Disable Account in the drop-down box.
3. Click Apply.

3 ]

Agency: San Dimas City Of
Username: 0633ASUI
Employee Authentication Word: peter
Account Status: ACTIVE

Action to perform: [—Choose Al:tion—ﬂ ADDWI

—Choose Action—
FReset Password
Unlock Account |

4. Click Done.

5. Fill out an Employer User Access Form (Page 125 and at
http://www.calpers.ca.gov/aces/docs/pers-aesd-42.pdf) and fax it to
(916) 326-3005. CalPERS will remove the user from the table of users.
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Modifying User Information

Use the Modify button to make changes to a user’s demographic information
(e.g., address, phone number) and/or change a user’s access to ACES functions.
1. Click the Modify button from the Agency User Accounts screen.

= B3

[Help Menu] [Screen Help] :

< Preuiousl Mext >| Cancell

D Log Out
D Change Password
D Participant Inquiry Pending User Transactions

[] user Account 1]
Maintenance

1 Internet Forms

| File Transfer

| Status

__| Public Agency Billing

Adgency. Califernia Public Employees Retirement System

Add User

3 Username

Username

0B33SFRO Modify Account Status

Anthary P Suine 0633A5U) Modify | Account Status
< f 10of1

=] [ |8 @ htenet

2. The user’s information appears.
A. For Demographic changes: Make desired changes to the user’s existing
information. Click Save after you’'ve made the appropriate changes. The
Agency User Account screen will appear. Go to Step 3.

Steven H Propp (Account Adrminy

SR

B. For User Access changes: Click the Access button from the Modify screen.
The access screen will appear. Highlight the desired function to Grant or
Revoke access (See Page 113 Steps 5-9 for further details).

L i = » »
J File Edit View Favortes Tools Help - JAgdress J Links
=
[Help Menu] [Screen Help] saining PARTNERS User Accounis
-MODIFY-
D Log Out Agency: San Dimas City Of
[ change Password S5
[ Participant Inquiry
. MNarne
[1] user Account Maintenance \
1 Internet Forms Phone Fax
" 1File Transfer (|555 ) [555 -|5555 | g ( )] |
_4 Status Employee Authentication Word E-Mail Address
D Retrieve Files |peier |Persuﬂnel@m anytown.ca.us J
- Get Status 2 A
1 Putlic Agency Billng —“
Street: [123 Main Street Mailslot: [
PO Ao |
City: [Anytawn
State: | California, j Zip: |E|5555 ¥ l_
Comments |
@ [ B
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3. The modified user’s name will appear in the “Pending User Transactions” list
above the table of current users.

¢ To modify additional users, repeat Steps 1 and 2.
4. When you are done modifying users, click Next.

e [ R e R E N Clo m M Lnications Fenge System

INICZABMEGHOTS.  Eo 1 oo

[Help Menu]| fniniaining PARTNERS User Acconnis

< Prewvious I Mext >| Cancell

] Log Ot
(1] change Password
[0 Participant Inquiry
] user Account
Maintenance

|1 Internet Forms

|1 File Transfer

| | Status

"1 Public Agency Billing E

Agency: San Dimas City OF

Add User

Pending User Transactions

Us L e

Anthony P Suing 0633A5U1 Modify | Remove
ser List

[Help Menu] [Screen Help] 2

D Log Out
D Change Password

[0 Participant Inquiry

[ user Account Maintenance
|1 mternet Forms

|__IFile Transfer

Agency: San Dimas City Of

E-Mail Address: Ipersnmnel@m amytown ca us\

» »
- J Address J Links

[Help Menu] [Screen Help] irtgini Fri Jan 03 15:51:03 PST 2003

[ Log om Agency. San Dimas City OF
D Change Password Your updates were v

D Participant Inquiry Your Tracking IDvis: 2473451
D User Account Maintenance Your updates will be processed within 24 hours
1 Internet Forms You will be notified via E-Mail at

| File Transfer personnel@ci.anytown.ca.us
4 Status

i) Retrieve Files
i D Get Status
1 Public Agency Billing IS

-l
o [ Bews

| KT

5. Verity your e-mail address.
6. Click on Submit Request.
7. Receive tracking ID Number.

¢ On modifications, it is not necessary to retrieve a report from Status,
Retrieve Files.

NOTE: Requests submitted before 4:00 p.m. are processed the same day. You will
receive an e-mail when the modifications have been applied, however, the

modified information or new access rights will be reflected in ACES the next
business day.
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Account Maintenance

Use the Account Status button on the Agency User Accounts screen to:

e Reset a user’s password. If a user misplaces or forgets their ACES password,
you can reset their password. You must authenticate the user by requesting
their Employee Authentication Word and SSN viewed through the Modify
button.

e Disable a user’s account. If a user will no longer require access to ACES, their
account must be disabled (see Page 118 for details). If security has been
violated, the user’s ACES account must be disabled immediately and
CalPERS should be notified at (888) CalPERS (225-7377).

e Unlock a user’s account. A user’s account is locked after 3 incorrect log on

attempts. You must authenticate the user by requesting the Employee
Authentication Word and SSN viewed through the Modify button, and then
you may unlock the account.

= B3

-

[Help Menu] [Screen Help]

< Preuiousl Mext >| Cancell

D Log Out
D Change Password
[ Participant Inquiry

[] user Account
Maintenance

1 Internet Forms

| File Transfer

| Status

__| Public Agency Billing

Adgency. Califernia Public Employees Retirement System

Add User

Username

Pending User Transactions

Username
0B33SFRO Modify Account Status
Anthary P Suine 0633A5U) Modify | Account Status

Steven H Propp (Account Adrminy

10of1

SR

[&] ’_ E |4 Intemet

1. From the Agency User Accounts screen, click on the Account Status button.
A new window will appear.
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2. Choose the desired Action to Perform on the selected user account:

a PRI 5

Agency: San Dimas City Of

Username: 06333FR0

Employee Authentication Word: help
Account Status: ACTIVE 3

Action to perform:

[

¢ Reset Password: Resets a user’s password. The user will be prompted to
change this password when they log onto ACES after the password reset.

e Unlock Account: Restores account to “Active” password status.

e Disable Account: Disables a user account so that the user will no longer
be able to log onto ACES.

3. Click Apply.
e If you have reset a password, the password will appear in red as follows:
NOTE: The password is not case-sensitive.

Agency: San Dimas City Of
Username: 068335FR0

Employee Authentication Word: help
Account Status: ACTIVE

Action to perform: I—Chuuse Action— 'I Apply |

The new password is: HslSJadm

4. Click Close.
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Password Requirements

When resetting passwords, the system automatically generates a random
password. This is a temporary password used to initially log the user into ACES.
Upon successfully logging in, the user will be required to change this temporary
password to one of their own choosing.

The following are the ACES password requirements:

* Your password must be no fewer than 8 and no more than 12 characters long.

e Your password must be a combination of alpha and numeric characters.

e Your password cannot be the same as your user name.

e Please note that if you enter your password incorrectly three times when
attempting to log on, you will be locked out of ACES. Contact your agency’s
Account Administrator to unlock your account. For further assistance, call
the Employer Contact Center at (888) CalPERS (225-7377).

¢ You will be prompted to change your password every 60 days.
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CALIFORNIA PUBLIC EMPLOYEES’ RETIREMENT SYSTEM

Employer User Security Agreement
(TO BE COMPLETED BY EMPLOYER AND EMPLOYEE) _(PLEASE PRINT CLEARLY)

EMPLOYEE EMPLOYER

Employee Name: Employer Name:

Employee Social Security Number: Date of Birth Employer Code (CalPERS):

Employee Business Address: Employer Physical Address:

Employee Business Phone: Employee Business Fax: Employer Mailing Address:

| Mother’s Maiden Name (for identificafion purposes): Please circle all that apply:

Account Administrator

E-mail Address:
Health Membership Payroll PA Billing

By signing this document, the employee referenced above acknowledges reading, understanding, and agreeing to its
contents and realizes the consequences of not complying with its terms.

The California Public Employees’ Retirement System (CalPERS) collects personal information to administer the various
programs, accessed through the Automated Communications Exchange System (ACES), for which it has responsibility.
The information contained in CalPERS’ records is confidential, and CalPERS is required by law to protect such
information from unauthorized access, use, and disclosure.

| understand the following are my responsibilities:

1. As an employee of an External User, | may access and/or transmit information only when relevant and necessary in the
ordinary course of performing my official duties. | may not access, transmit or use information from CalPERS’ records for
personal reasons. (Examples of inappropriate access or misuse of CalPERS’ record information include, but are not
limited to: making personal inquiries on my own records or those of my friends or relatives; accessing information about
another person, including locating their residence address, for any reason that is not related to my job responsibilities.)

2. I may disclose CalPERS record information to individuals only when relevant and necessary in the ordinary course of
performing my official duties. (Examples of unauthorized disclosures include, but are not limited to: telling someone the
social security number of another person when it is not part of my job responsibilities.)

3. To keep my password and User Name (User ID) confidential. | must take reasonable precautions to maintain the
secrecy of my password and User ID. Reasonable precautions include, but are not limited to: not telling or allowing others
to view my password or User ID; securing my terminal with a password or locking device when it is unattended while I'm
logged onto CalPERS’ inquiry system; reporting any suspicious circumstances or unauthorized individuals | have
observed in the work area to my supervisor; and notifying CalPERS, via completion of the Employer User Access Request
form, when my User ID and Password should be deleted because my official duties no longer require access to the
CalPERS inquiry system or | am separating from my position with the employer referenced above.

| have read and understand the security policies stated above. | acknowledge and agree to utilize all CalPERS’ systems
in accordance with the terms outlined in the California Public Employees’ Retirement Law and CalPERS’ business
practices, policies, and procedures. | understand that failure to comply with these policies may result in revocation of my
access to CalPERS’ on-line records systems, adverse action, and/or civil or criminal liability under applicable laws. |
further understand that | can undergo disciplinary action from my employer up to and including termination of employment.
| certify under penalty of perjury, under the laws of the State of California, that the information provided above is true and
correct.

Executed at City: County:
Date: Employee Signature:
Date: Employer Signature:

This form must be completed for each employee using CalPERS on-line access and be available to CalPERS upon
request. Forms must be RETAINED IN A SECURE WORK SITE LOCATION of the Employer, for the life of the
Agreement and for five years following the deactivation or termination of the Agreement. CalPERS is to be notified
immediately in the event that any of its sensitive or confidential information is subjected to unauthorized disclosure,
modification or destruction.

PERS-AESD-43 (12/03)
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CALIFORNIA PUBLIC EMPLOYEES’ RETIREMENT SYSTEM
EMPLOYER USER ACCESS FORM

COMPLETE AND FAX THIS FORM TO: (916) 326-3005

Section 1. To Be Completed By Employer (Please print clearly)

Employee Name: Employer Name/CalPERS Employer Code:

Employee’s ACES UserName (e.g. 0001coga): Employer Account Administrator:

Date User should be DELETED:

Section 2. To Be Completed By Employer

Originator: Date:

Section 3. To be completed by CalPERS

ate Received: Processed by: Date Processed:

Comments:

If you need to reset your password or if you have any other problem, please call the California Public Employees’
Retirement System’s Employer Contact Center at (888) CalPERS (225-7377).

PERS-AESD-42 (08/03)
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FILE TRANSFER

File Transfer allows employers to send large data files to CalPERS over the
Internet for batch processing. If you currently send health, payroll, or
membership data via hard copy, tape, and/or diskettes, you can send the
same files electronically using ACES. When the file is transmitted, ACES
performs validations for size and formatting. When the file has been
validated, the file transmitted will be stored for processing and a status
message will appear on the Get Status page. If the file fails validation, ACES
will not store it. However, the system will create a Load Error event
describing the failure.

File Transfer also allows you to request a status report from CalPERS and
receive it in your file retrieval area after the batch process has been completed
(This function is currently available only for Health and Membership).

File Transfer

Reports
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Transmit File

D Change Password Selectthe type of file you are transmitting. Then use the Browse button to select the file.
D Participant nquiry After identifying the file, click on the Transmit File to CalPERS hutton.

[ user Account

Maintenance Type of file: I Healthftembership Enroliment - Enrollment Transaction j
1 __| Internet Forms
&j File Transfer File to transmit: | Browse...
1] Transmit File
:""D e _ Transmit File To CalPERS
__| Status

1 Public Agency Billing

NEE

|&] Done ’_ ’_ E |4 Intemnet

1. From the File Transfer folder on the Navigation List, select Transmit File.
2. Select the type of file from the drop-down list. Choose one of the following:
e Health/Membership Enrollment - Enrollment Transactions
e Payroll - Transaction

3. Click Browse to locate the file on your local directory. From the File Upload
dialog box, find the file and click Open. The file name appears in the File to
Transmit field.

4. Click Transmit File to CalPERS. The system displays a status page and a
tracking ID. A progress bar will indicate the status of the transmission.
Note: If the file failed ACES validation (for reasons such as file size and
format), a Load Error will appear on the Get Status page.

128 ACES User Guide



FILE TRANSFER

Reports

The File Transfer function also allows you to request a status report for a file that
you have transmitted to ACES (Currently, only the Health/Retirement
Enrollment - Periodic Extract and Health/Retirement Enrollment - Batch
Processing Summary reports are available).

y i jl'nl'.'l'.'ll'l

[Help Menu] [Screen Help] Eﬂ'ﬂe&ﬁng o repart from CalPERS

D Log Out
1] change Password
(5] Participant Inquiry

Selectthe report type and then click on the Request Report buttan.

D US‘_H Account Report type: I Health/Membership Enrollment - Periodic Extract hd
Maintenance

| Internet Forms
1 A File Transfer Reguest Report
“[Z] Transmit File

N Reports
| Status
1 Public Agency Billing

NEE

|&] Done ’_ ’_ E |4 Intemnet

1. From the File Transfer folder on the Navigation List, select Reports.

2. Select Report Type from the drop-down menu.

3. Click Request Report. The system displays a status page and a tracking ID
for the request on the Get Status screen.

Receiving Your Report

After your request is processed:
e The report is sent.
e A notification that the file was sent is logged in the Get Status file.
e The report is available for pickup using Retrieve Files.
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SUBMITTING PAYROLL
General

e Employers will send payroll files electronically via ACES, but will mail or fax
the summary depending on their payment option.

e Employers will NOT submit hard copies; however, a hard copy must be
available if requested by CalPERS.

e Final summaries must be marked with “ACES” on the top of the summary
report. This will ensure timely processing.

Procedures

When a payroll file should be submitted via ACES, and how the Summary
Report should be sent to CalPERS depends on how contributions are paid:

1. If full advance is paid OR if employer pays contributions through Electronic
Funds Transfer (EFT):
e Fax final summary to the Fiscal Services Division at (916) 231-7901.
e Send payroll file via ACES the same day.
2. If employer pays contributions by check:
e Send the check and final summary through the mail. Mark “ACES” on the
top of the summary.
e Send payroll file via ACES the same day the summary and check are
mailed.

Naming Standards for CalPERS Payroll File

1. Must be a .txt file format.
2. The file must be named “Persfile.txt”
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Transmitting Payroll Files

1. Open the File Transfer folder and click Transmit File.
2. Choose “Payroll -Transaction” from the Type of File drop-down list.

3. Click Browse to locate the appropriate file.

D Log Out
D Change Password
[ Participant Inquiry

0] user Account
Maintenance
__| Internet Forms

i File Transfer

| Status
1 Public Agency Billing

[Help Menu] [Screen Help]

Transmitiing a fie to CalPERS

Selectthe type offile you are transmitting. Then use the Browse buttan to selectthe file.
After identifying the file, click an the Transmit File to CalPERS button.

Type of file: | Payrall - Transaction

File to transmit; | Browse...

_ , TransmitFile To CalPERS

Choosze file

[ |

[ 7]x]

Laoak in:

I _ 4 payrall

I =) =] el

Persfile. bt

File harme:

|@ Done

Open I

Filez of type: I.QII Filez [*.7)

j Cancel |

4. Double click on the appropriate file, or, highlight the file and click Open.
5. Click Transmit File to CalPERS. A progress bar will indicate the status of the

transmission.

132

ACES User Guide




PAYROLL

Gl ‘f'-..i" BR0 M Unications txchangs System
N o [0 ;
W N [TInections. £ 1 o

Geiting sinins information

[Help Menu] [Screen Help]

'IILaSHD v|I Get Records _

j Log Ot
] Change Password
j Participant Inquiry Date: 1211172002 10:50

Event. Transmit
j User Account File:  EDDDD0.S04025.00000.034502.T105045 Size: 590

Maintenance Type: Payroll User: COGATA
| Internet Forms Status: Your Payroll file has been successfully transmitted. A CalPERS payroll representative will contact

J File Transf you if they should have gquestions regarding wour payroll file
ile Transfer

Cancel Transmission

10f1
| Status

__| Public Agency Billing

=
@ Dane |_|_|—é_|° Internet

6. You will receive a confirmation page.

7. If you transmitted a file in error, you may click Cancel Transmission.
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PUBLIC AGENCY BILLING

The Public Agency Billing folder will allow the option to view all Participants or
Participants based on status change for a given coverage period:

e Participant Report - Roster of Participants who have health coverage under
CalPERS.

e Participant Status Change Report - All changes to a Participant’s health
coverage within a specified time frame.

Public Agency
Billing

Participant
Report

Participant
Status Change
Report
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The Public Agency Billing feature within ACES:

e Is written for Employers to reconcile Participant health premiums on a
monthly basis.

e Is an Inquiry Only System.

e Contains Participant information extracted nightly from the CalPERS health
and membership database.

e Allows users to view information processed by CalPERS the previous day.

e Will allow you to retrieve your detail report(s) more timely.

Accessing Public Agency Billing

CalPERS will set-up an Account Administrator for all employers who will be
responsible for adding new users, unlocking accounts, disabling accounts, and
resetting passwords.

Account Administrators are responsible for granting Public Agency Billing
access to themselves and other users via the User Account Maintenance function
in ACES (see the Account Administrator section for details).

Security Rules for Employers

Employers can access information as follows:

e Only the current Employer can view a Participant’s Health and Membership
record.

e Only the Employer from whom the Participant retired can view a Retiree’s
Health and Membership enrollment record.
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Public Agency Billing: Frequently Asked Questions

I reconcile bills for several agencies. How will I be able to do this in the new
Public Agency Billing System?

Due to current system constraints, CalPERS has to set up unique user accounts
for each individual agency. If you are an agency who submits transactions to
CalPERS or reconciles the health insurance bill on behalf of another agency,
please contact us at (888) CalPERS (225-7377).

What is the meaning of “As Of Date” in the Participant Report?
This is the effective date of the health enrollment.
What should I enter for the “As Of Date” in the Participant Report?

The “As Of Date” defaults to the current date. Change the date to the first day of
the billing invoice month (e.g., If reconciling the January 2003 invoice, enter
01/01/2003).

What is the meaning of “Start Date” and “End Date” in the Participant Status
Change Report?

This date range shows when the coverage change was updated to the CalPERS
database. It cannot be greater than two months.

When selecting “Get Data,” why does a “No data found” message appear?

The Retirement System field needs to be change to “PERS,” “Other Retirement,”
or “STRS.”

When viewing the reports in Public Agency Billing, why does “N/A” appear in
the Plan and Premium column?

There is a future transaction pending and no money has been charged.

How do I know if an adjustment was done on my Public Agency Billing
Invoice?

Retroactive adjustments will be displayed in the Participant Report and the
Participant Status Change Report. Adjustments will appear with the member
name and SSN more than once.
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I'm currently using ACES. What is the deadline to submit Health Benefit
Enrollment Forms (HBD-12's) in order for them to reflect on the next bill?

If you are using ACES to submit your HBD-12's AND you are a school district,
all transactions must be updated and viewable on ACES as of the last business
day of every month. For example, any transaction that is updated and viewable
on ACES in the month of July will be reflected on the August 15th bill (for the
September coverage month). If the deadline is missed, retroactive adjustments
will be reflected on the following bill.

If you are using ACES to submit your HBD-12's AND you are NOT a school
district, all transactions must be updated and viewable on ACES by the 11th of
each month. For example, any transaction that is updated and viewable on
August 11th will be reflected on the August 15th bill (for the September coverage
month). If the deadline is missed, retroactive adjustments will be reflected on the
following bill.

I'm not currently using ACES. What is the deadline to submit Health Benefit
Enrollment Forms (HBD-12's) in order for them to reflect on the next bill?

Please submit HBD-12's by mail to the CalPERS Health Benefits Office in a timely
manner so that we may promptly process your changes.

I'm not currently using ACES Internet Forms or ACES File Transfer. With the
new Public Agency Billing System, how do I go about reporting Participants
that are being added, terminated, or changing plans, etc.?

e For health enrollment changes such as add, change, or delete, continue to
process an HBD-12 form.

e For Non-PERS or STRS members, please complete and submit a Form 86 to
CalPERS. To obtain a Form 86, please call the CalPERS Agency Request Line
at (916) 658-1493 or visit the CalPERS website:
http:/ /www.CalPERS.ca.gov/emplover/forms/pers-hbd-86.pdf. This form
is for employers to modify demographic information reported to CalPERS
such as name, address, SSN, or birth date changes. The Form 86 should also
be used to report death or employment status changes such as separations
from employment, temporary separation, continuation of health coverage
into retirement, or returns from leave of absence.

e For PERS Members, please continue to process the AESD-1 (Member Action
Request) form to make appointment status, name, or address changes.

e For Retirees with CalPERS Health Benefits, CalPPERS is the Health Benefits
Officer. Any changes can be made directly by the Retiree by contacting
CalPERS at (888) CalPERS (225-7377).
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NOTE: All documents should be mailed to CalPERS in a timely manner to ensure
billing accuracy.

I currently use ACES Internet Forms or ACES File Transfer. For the new Public
Agency Billing System, will there be any changes in how I process my
transactions on-line?

No, you should continue to follow the procedures outlined in the ACES User
Guide.

If I have a Participant retiring that has Non-PERS or STRS retirement, how do
I report it?

Please complete and submit a Form 86 to CalPERS.

NOTE: All documents should be mailed to CalPERS in a timely manner to ensure
billing accuracy.

When will our Public Agency Billing Invoice be mailed?

Invoices will be generated on the 15th of each month, or the next business day if
the 15th falls on a weekend or holiday, and mailed the following business day.
Your payment still must be received by the 10th of the following month and
must be paid as billed.

I'm using Internet Explorer 6.0. When I clicked the “Printer Friendly Version”
button, ACES downloaded information from a previous query. How can I fix
this?

You need to alter your web browser’s configuration to retrieve the most recent
data. Please refer to Page 9 for instructions.

Why are the premiums due on my Public Agency Billing Invoice different
than the ACES Public Agency Billing query?

When viewing your monthly Public Agency Billing Participant Report in ACES,
it is important that the As Of Date entered is the same as the coverage month.
Otherwise, your premium information will be different. Example: If the
coverage month was August 2002, change the As Of Date to 08/01/2002.

Will I still be able to change my Public Agency Billing Invoice?

No, you must pay as billed.
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What if I think the amount billed is not accurate?

You should not change the amount due on your Public Agency Billing Invoice.
Your Public Agency Billing Invoice is generated based on the information in the
CalPERS database as of the date the invoice was generated. If any changes were
made to a members account after the billing invoice was generated, they will
show on your next Public Agency Billing Invoice with an adjustment, if
necessary.

What if I have overpaid the amount due on the Public Agency Billing Invoice?

Each billing invoice that is created generates an account receivable. If you
overpay the amount due for any month it will be reflected on the next month’s
billing invoice.

What if I have underpaid the amount due on the Public Agency Billing
Invoice?

If you underpay the amount due, your account will be considered delinquent.
The underpayment will show as a balance due on the next month’s Billing
Invoice. Any underpayment you submit could result in late fees and may initiate
the agency termination process.
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Participant Report

Participant Report includes all Participants with health coverage benefits as of a

specific date.

1. Select the Public Agency Billing folder and click Participant Report.

[Help Menu] [Screen Help]

D Log Out

D Change Password
[ Participant Inquiry
(5] User Account Malme
| Internet Forms

| File Transfer

The Public Agency Billing function gives you view-only access to Padicipant health premium
infarmation. The paricipant information is extracted nightly from the CalPERS datahase (COMET).

| Status

4 Public Agency Billing

Participant Repor

[0 Participant Status
Change Report

3 Log Owt
D Change Password
[ Participant Inquiry

3] User Account
Maintenance
| Internet Forms

__| File Transfer

[Help Menu] [Screen Help]

Public Agency Billing - Participant Report

Qrganization Marne: |I3831 San Dimas CllyJ
Retirement Systerm: I FERS
Participant Status: Adwe }

A5 of Date: I_ﬁdmuz

| Status
Get Dat
_j Public Agency Billing ﬂl
""" “-[1 Participant Report Reparts ficant amount of data. It rmay take up to 4 minutes.
&joone | D Participant Status Flease wait while we p Uery.
Change Report
[&] Done ’_ ’_ E |4 Intemet

(K

2. From the drop-down menu, select:
¢ Retirement System (PERS, STRS, Other Retirement, Judges Retirement or

Court Participants).
e Participant Status (Active or Retired).
3. Enter the As of Date. This is the effective date of the health enrollment. For

example, if reconciling the December bill, the As Of Date should be

12/01/2002.
4. Click Get Data.
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5. ACES will retrieve the information based on the selection criteria and display
the following:
e Total Number of Participants
e Total Premium Amount
¢ Information on individual Participants

6. Click Printer Friendly Version to access this information in an Excel Spreadsheet.

7. Click the Participant’s SSN to obtain detailed information on the individual
Participant. This will link you to the ACES Participant Inquiry Enrollment
tab.

txchange system

. s ; T . o - -
[Help Menu] [ScreenHelp]l | Public Agency Billing - Poarticipant Report

] Log Out

[F] change Password

D Participant Ingquiry Organization Marme:; |124U Del Rey Comm Svj
[7) user Account Refirernent System: |PERS j

Maintenance - - [,\\5
£ Internet Forms Participant Status: |A|:1|ve vl
__IFile Transfer as of Date: |08 o1 200z

__| Status

-3 Public Agency Biling et
----- “[1] Participant Report Reports return a significant amount of data. The guery result may take up to 4 minutes.
..... D Participant Status Flease wait while we process your query,

Change Report

[Click here ta go to Health Plan Summary Page]

[Printer Friendly Yersion]

Total Mumber of Padicipants: 4 Total Premium Amount. $1,971.24

FPage 1 of1
-< Doe, John F 000-00-0001 20483 F563.32
Doe, Jon 000-00-0002 20482 F433.32
Doe, Jan L 000-00-0003 0862 F423.74

Doe, Boy A 0-00-0004 0863 $550.86
\_ Fage 1 of1
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8. After clicking an SSN, the next page will provide detailed information on the
Participant. Clicking on the various tabs will give you more details,
including;:

e Subscriber information

Dependent information

Enrollment information

Deduction information

Employment information

e Summary information

& | [_ (O] =]
[Help Menu] [Screen Help]
View Participant Informaiion Extract DateTime: 01/10/2003 03:37 PM
Print Tah
ssn: [590 [ -[¢003 | | GetData | char asor: [01 10 fzo03
Name: Jane Smith Birth Date: 07r10/1954 Gender: Female
Member: Yes j\ Retiree: Mo Death Date:

HBO Phone

5ub5u:riher| Cependent | Enrollment Deduu:tion‘ Employment | 5ummar\,f|

08/01/2002  Mew Enrollment 100 Time Base & Tenure Steven Smith 273 Applied

0970152002 Mew Enrallment 100 Time Base & Tenure Baoh Srmith 27az Applied

09/01/2002  kew Enrollment 100 Time Base & Tenure Jane Smith il Applied
1af1

Show Rescinded Actions

Reason: Time Base & Tenure Premiurm Pymt mihd: Standard

Coverage Type:  Basic HED Received Date; 03r2872002

Plan: FPERSCare-BC Event Date: 0812312002

Relationship: Child Change Date; 12r2352002 —

Birth Date: 081 5/2000 L=zername: 0533KGAl _|
|&] Dane |_|_|—é_|ﬁ Internet i
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9. To view the Participant Health Plan Summary page, click: Click here to go to
Health Plan Summary Page.

[ Log Out
D Change Password
[ Participant Inquiry

[ user account
Maintenance

__| Internet Forms

__| File Transfer

__| Status

_;_1 Public Agency Billing
----- [ Participant Report
----- [ Participant Status

[Help Menu] [Screen Help]

Public Agency Billing - Participant Report

Organization Mame: |124D Del Rey Comm Svj
Retirernent Systerm: |PERS j

Fatticipant Status: |A|::tive "I
As of Date: IDB .I'|D1 EIEDDE

Get Data |

Repors return a significant amount of data. The guery result may take up to 4 minutes.
Pleasze wait while we process your query.

Change Report
[Click here to go to Health Plan Surmmary Padge]
[Frinter Friendly Yersion]

Total Mumber of Participants: 4 Total Premium Amount. $1,971.24
Page 1 of 1

Doe, John F 000-00-0001 20483 §563.32

Doe, Jon 000-00-0002 2042 F433.32

Doe, Jan L 000-00-0003 0862 Fa423.74

Doe, Boy A 000-00-0004 0863 $550.86
Fage 1 of 1
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10. The screen below displays the Participant Health Plan Summary, which
includes a summary of the following;:
e Plan Codes
e Plan Names
e Number of Participants
e Premiums

11. To return to the previous screen, click: Click here to go to Participant Premium Details
page.

[Help Menu] [ScreenHelp] | Public Agency Silling - Posticipant Report
(3] Log Out

[ change Password

D Participant Inquiry Organization Mame: ICaIifornia Fublic Employees Retirement Systemj

D User Account Maintenance Retirement Systern: IOtherRetirement 'l
[ Internet Forms Patticipant Status: IActive 'l

| File Transfer

- Asof Date: |12 .I'ID1 J'IEDDE

|| Status s orhate l_

__‘j Public Agency Billing GetData |

D Participant Status Reports return a s|gn|fg|a;r:Saerr:\?aL:{1ivor]filcéaJ:éTr:;cgiiworﬁfuggnaytake up to 4 minutes.
Change Report e LASICEE £

Click here to go to Paicipant Premiurn Details page 11

Printer Friendly Wersion

Total Mumber of Transactions: 10 Total Prerium Armount. $4,156.18

056 Kaiser-ChA 4 $1,807.46
086 Health Met 2 §423.74 Ll
205 Blue Shield 2 77998
222 PERSCh-BC 2 $1,145.00 =
=
@ Daone |_|_|—é_|0 Internet .
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Participant Status Change Report

Participant Status Change Report includes any status changes made to a
Participant’s health coverage benefits for a specific timeframe.

1. Select the Public Agency Billing folder and click Participant Status Change

Report.

[Help Menu] [Screen Help]

D Log Chrt

D Change Password

[ Participant Inquiry

[[] user Account Maintenance
| Internet Forms

| File Transfer

| Status

_4 Public Agency Billing

Participant Status
Change Report

|@ Daone

=3

UEIRBIO MmN ic ations txchange System

SUNONEL ) -1 coces fo

-,[-],,nmmminatiu Exchange System
U B !ID SI = e vees s fon Pavre ere

[Help Menu] [Screen Help] | Fublic Agency Billing - Siains Change Report

) Log Owt
D Change Password

Organization Marne: |Calif0rnia Public Employees Retirement Systam j

[ Participant Inquiry
5] User Account Mail Retirement Systam: | Select One j
1 Internet Forms 2 Patticipant Status: ISeIed One VI

__| File Transfer

| Status Category: IALL j
_4 Public Agency Billing Start Date: l_fi_fi_ End Date: |_d_4—

Change Report Repaorts return a significant amou
Flease wai

he gquery result may take up to 4 minutes.

|&] Dore l_ ’_ ré_ | Intemet

N

2. From the drop-down menu, select:

e Organization Name

e Retirement System (PERS, STRS, Other Retirement, Judges Retirement or
Court Participants).

e Participant Status (Active or Retired).

e Category (All, New Enrollment, Add Dependent, Delete Dependent,
Change Plan, Cancellation, Change Coverage Type, Premium Payment
Method Change or Continued Eligibility).

o Enter the Start Date and End Date of the coverage changes.

NOTE: This is the time frame in which transactions were updated to the
CalPERS database. The date range between the start date and the end date
cannot exceed two months.

3. Click Get Data.
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4. The system will retrieve the information based on the selection criteria and
display the following;:
e Total Number of Transactions
e Total Premium Amount

¢ Information of charges to the individual Participants

NOTE: If a Participant’s name appears multiple times, this indicates an
adjustment was done on the Participant.

[Help Menu] [Screen Help] | Pubiic Agency Billing - Steius Change Report

3 Log Out

D Change Password

[ Participant Inquiry Cryanization Name: |124D Del Rey Comm Svj

[1] User Account Retirement Systermn: IPERS j
Maintenance . -

| Internet Forms Participant Status: IAdlve 'I

1 File Transfer category: |ALL =

| Status

Start Date: [04 o1 2002 End Date: [06 o1 /2002
__!| Pubhlic Agency Billing

----- ‘[ Participant Report Get Data |
""" - Ezmc'p?:: Strz:tus Reports return a significant mount of data. The queny result may ta
ange hepo Please wait while we process your

[Printer Friendly Yersion]

Tatal Mumber of Transactions: 2 Total Premium Amount: $996.64
Fage 1 of1
Doe, John F 000-00-0001 04/08i2002 05/01/2002 Mewr Enroliment 2053 $563.32

Do, Jon /\7 000-00-0002 0572142002 07/01/2002 MNew Enroliment 2052 F433.32

5. Click Printer Friendly Version to access this information in an Excel Spreadsheet.

6. Click the Participant’s SSN to obtain detailed information on the individual

Participant. This will link you to the ACES Participant Inquiry Enrollment
tab.
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GLOSSARY OF TERMINOLOGY

CoLUMN NAME

DEFINITION

Name Name of the Participant

SSN Participant’s social security number. Click on the Participant's SSN
to view the enrollment screen in Participant Inquiry.

Adj Date Adjustment date is the change date of the transaction.

Eff Date Effective date is the date the current enroliment status was effective.

Category The reason group heading used to identify the transaction reason
type.

Barg Unit Bargaining Unit is the employee organization or bargaining unit
designated in an agency resolution. Zero is a valid code for those
agencies that do not have multiple bargaining units.

Plan Health plan code

Premium Participant’s premium for health plan

FUNCTION BUTTONS

DEFINITION

Get Data

Searches for and displays the Participant’s records based on the
retirement system, Participant status, category and the start and end
date according to the logged on user’s security access rights.

Printer Friendly
Version

Displays information in an Excel spreadsheet.
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